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{ov ane... THERE'S AN ASE DEALER NEAR YOU! 
~ STEEL OFFICE FURNITURE 


S 
= 
= . 


LOOKS BETTER...LASTS LONGER...LOWERS COSTS 


Visit your ASE dealer and take a critical look. Convince yourself that 
there's more real dollar-for-dollar value in ASE office furniture. 
You'll find countless product advantages exclusive with this complete 
high-quality line of desks, chairs, files and office equipment. 


, 


BETTER BUILT FOR BETTER BUSINESS 


filing - ==) wardrobe 
cabinets cabinets 


Write for catalog and 
name of nearest dealer, 
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Outside and In ... Goodall Mohair! Casements add 


distinctive character to windows 


of State Street Trust Company, 


Boston, Mass. 


Handsome from the street, the lovely long-wearing 
textures of Goodall Casement curtains reflect the 
sun’s rays, modulate daylight and soften sounds 
for better working conditions within. Tests prove 
Goodall Mohair Casements reduce air-condition- 
ing loads, help keep buildings cooler in summer, 
warm in winter. Easy to maintain: Goodall Case- 
ments require no care while hanging . . . minimum 
cleaning or washing... won’t sag or stretch... 
wear for years... shed dust and resist wrinkles. 
Available in wide range of sun-resistant, vat-dye 
colors. Contact Goodall Fabrics, Inc., Contract 


Goodall Specializes in Fabrics Div., 525 Madison Ave., New York 22, N. Y. 
. Blended-to-Perform for Specific Business Needs: 2 


Goodall’s Contract Division specializes in the only office 
- fabrics designed and engineered for specific uses from 

raw fibers to finished product. t Goodall casements are 

Blended-to-Perform from a variable blend of Angora 

Mohair, Cotton, Rayon and Acetate for longer wear, pee hantin Chpeiee t 


lower maintenance and greater luxury wherever used. = Aa 4 a4 . 7. SS e 


© 1954, Goodall Fabrics, Inc., Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH* Cloth) *Registered Trade Mark 
GOODALL FABRICS, INC. NEW yYoRK . BOSTON . CHICAGO . ‘hob ANGELES 
February, 1954 OFFICE MANAGEMENT »3 
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A NECESSITY—NOT A LUXURY. It is surprising how 
often the ultimate signing of a contract may be traced back to 
the initial impression created by a finely furnished 
office. Small wonder that the far-sighted executive 


considers such an office not a luxury... but a vital necessity. 


Te a 


| 
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Macerr fowler 


INCORPORATED 
NEW YORK BOSTON 


305 East 63rd Street 150 Causeway Street 
TEmpleton 8-5900 Richmond 2-1800 


Fine Executive Furniture in Both Wood and Steel 
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CONTINUED heavy activity in 


the construction of office space is 
noted with special interest by 
Office Management, since it 
means a wide range of choice 
among the architects, manage- 
ment engineers, and interior dec- 
orators who cooperate each year 
with this magazine in determin- 
ing the winners of our “Office 
of the Year” Awards. 

Six additional offices will be 
added this year to the twenty- 
four already honored for out- 
standing suitability to their pur- 
poses. Offices eligible for the 
Awards are those completed be- 
tween July 1, 1953 and June 30, 
1954, 


office 
_ ‘Management 


= 2 Si alien dal ean 1 aaa aac se 


acta a am 


Office Methods, Ringaueie Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


february, 1954 


Volume XV No. 2 


in this issue 
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by V. Donald Schoeller 


New office typifies Canada’s progress 


Don’t blame the switchboard! 
Chicago seminar, business show to be held in March 
National Machine Accountants Association reports 


record four-year growth 
by Gordon C. Couch 
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This month: addressing equipment, typewriters, 
copy holders, and mailroom equipment 
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Here’s how to please 
those who watch costs 


Business analysts say holding 
costs down is 1954's toughest 
assignment. 

And office people who watch 
costs face this common problem: 
how to use their existing floor space 
efficiently. That’s why so many 
businesses are standardizing on 
Steelcase office furniture. 

Steelcase “job-customed” 
equipment speeds work output 
up to 35%, allows up to 25% more 
usable space . .. and requires no 
maintenance, Steelcase harmony 
of color, styling and design mean 
your office people will be a happier, 
more productive team. 

Call your Steelcase dealer now. 
He'll be glad to give youideason ° 
how to keep costs down... output 
up! He’s listed under “Office 
Equipment” in your phone book. 


METAL OFFICE FURNITURE CO. 


Grand Rapids * Michigan 


free Office Guide. 

“Tooling Up Your Office” is a colorful FREE booklet 
crammed with new ideas on modern office plan- 
ning. Attach your letterhead, send to Dept, E, for 
your copy. 


STEELCA 


Insurance managers warned 
against bargain hunting 
when buying coverage 


Too much attention to the competi- 
tive costs of group insurance and too 
little attention to the actual soundness 
of the insurance plan can be costly in 
the long run, warned J. Henry Smith, 
vice president and associate actuary 
of The Equitable Life Assurance So- 
ciety of the United States, in an address 
at the Insurance Conference recently 
held at the Drake Hotel in Chicago 
under the auspices of the American 
Management Association. 


Actually, the cost differences be- 
| tween programs offered by competing 
insurance companies over a period of 
years rarely exceed a fraction of one 
per cent of the premiums, said the 
speaker, Rather than attempt to buy 
insurance solely on the basis of arith- 
metic, he stated, it is much more im- 
portant to build a sound benefit struc- 
ture that is within the buyer’s budget 
and that fits the needs of the employees. 
In particular, he advised, buyers should 
beware of placing too much emphasis 
on estimates of the first year’s costs. 
Not only are these figures often mis- 
leading, he said, but welfare plans, 
once established, tend to become per- 
manent, and it is more sensible to 
think in term of long range costs. 

A similar point of view was also 
stated by John A. North, president of 
The Pheonix Insurance Co., at a lunch- 
eon session. Mr. North declared that 
there is no such thing as a “bargain” 
in insurance. He said that sound in- 
surance is too vital to company survival 


to be bought and sold on a simple price 
basis. If it were, he pointed out, “it 
would not be sound insurance, and it 
too could not survive.” 


BUSINESS EQUIPM/JENT The speaker claimed that it is not 


necessary to pay an extra premium to 
get quality insurance, and he warned 
also against “fooling around with gim- 
micks.” The prospective buyer, he said, 
should make a careful investigation of 
both broker and carrier, adding that 
“you must make certain your carrier is 
one that is likely to survive; it may 
mean your own hide as well.” 

V. S. Brennan, insurance manager of 
the United Gus Corp., advised his lis- 
teners that the insurance situation is 
constantly changing and that compa- 
nies must remain alert to the need 
for making changes in their insurance 
programs. He stated that it is impor- 
tant that insurance managers maintain 
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MOST HONORED! MOST WANTED! 
ANd MOST FOR YOUR MONEY, 


) TINY BUT TOUGH! A dozen luxurious features have 
: won the new V.P. EDISON VoOICEWRITER its 
“unmatched popularity, including: unique Master Control, 
Pte automatic disc positioning, twice-as-accurate indexing. 
It’s Seneirotaieent to take the most rugged daily desk use! 


SMALLEST, LIGHTEST! Book-shape, book-size, the handsome V.P. 
is the most carryable instrument on the market! 
Vou cnn tusk 8 under your arm! Ané only Ge Bate permits J V.P. Sweeps Engineering and Design 
transcribing as well as dictating . .. a complete dictation service in one! =F J Honors! The amazing Evison V.P. has 
; i won the Audio Engineering Award, while 
its styling has won for its designer the Na- 
1. tional Designers’ Institute Medal. Make 
TWICE AS USEFUL! Cross-town or this | pret ae performer your per- 
cross-country, the versatile V.P. slips sonal dictating instrument! 
right into your bag or briefcase . . . goes home 


with you ... or on trips . . . to meetings or POOR 
\. conferences! It's a double-duty marvel, years 
E \ ahead of the field . .. yet pri i Q Edivon. 


. yet priced below it! INCORPORATED 


a ie ALSO MAKERS OF THE FAMOUS EDISON 
——— a WICKEL-IRON-ALKAL‘NE STORAGE BATTERY 


FREE! 12-page full-color booklet “GET ACTION ON THE Go!” : Deseeeseeseeeseesseebteeteeeeeaee 


Just clip coupon to your letterhead and sign. Or phone local Eprson, 74 Lakeside Avenue, West Orange, N. J. 
representative listed under EpiPHONE or EDISON VOICEWRITER. O.K., send me “GET ACTION ON THE GO!""—no obligation, 


EDISOMYO(PEWRITER 
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where possible. 


NEW 
IDEA-PACKED 
THEME 


12 ANNUAL OMAC 
SEMINAR and 
BUSINESS SHOW 


Monday, March 8, through Thursday, 
March 11, 1954 


At the Conrad Hilton Hotel, Chicago 
Sponsored by 


Office Management Association of Chicago 
and Northwestern University 


DON’T MISS IT! 


Put it on your calendar, NOW! 


The OFFICE MANAGEMENT 54... 


ASSOCIATION of CHICAGO : 


105 WEST MADISON ST. CHICAGO, ILLINOIS 


pense and profit. 


ing. 


a close personal contact with their in- 
surance agents, taking advantage of 
opportunities for personal interviews 


At a panel on the subject of “Deter- 
mining What and How to Insure,” 
William H. Ellsworth, assistant gen- 
eral counsel for the Ceco Steel Products 
Corp., stated that the only really basic 
guide in answering this question is 
the company’s ability to assume the 
risk of a loss. He said that if a business 
has its normal share of losses and can 
accept them without great harm, then 
it will pay out over a period of time 
only the equivalent of the loss portion 
of the premium and will save the 
equivalent of the portion of the pre- 
mium represented by the carrier’s ex- 


He added, “to insure in this circum- 
stance is to gamble that one’s losses 
will be greater than the norm. It seems 
to us that one might as well gamble 
that losses will be less than the norm 
and possibly come up with a real sav- 
His company does not insure 
against damage to the property of 
others, said Mr. Ellsworth, except for 
automobile property damage liability 


| and general catastrophe coverage. Not 
_ only can the company afford losses, but 


adjusters. 


it is in a better position, he argued, to 
settle claims, because it knows its own 
industry better than the professional 


However, he said, the company 
leaves the adjustment of workmen’s 
| compensation and similar cases to the 
insurance carrier, on the grounds that 
expert services are needed in such sit- 
uations and that, in any case, employee 
relations are better when a third party 
makes these adjustments. 


The American Management Asso- 
ciation, which conducted this two-day 
conference, has scheduled its Spring 
Insurance Conference for May 24th 
through 26th at the Hotel Statler, New 
York. AMA headquarters are at 330 
W. 42nd St., New York 36, N. Y. 


New institute to coordinate 


technical and business data 


A newly formed organization called 


OFFICE MANAGEMENT 


The Institute of Management Sciences 
recently held an organizational meet- 
ing in New York City, at which it 
elected William W. Cooper as its first 
president. Mr. Cooper is an associate 
professor of industrial management at 
the Carnegie Institute of Technology. 
Also elected at this meeting was George 
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Sturgis steel chairs have joined the 
anti-noise crusade in offices . . . with 
fiber glass bases that are quite noiseless 


f in motion over the roughest floors. Makes 


a Sturgis chair a sound investment, 
especially when you remember that a fiber Engineered for Long Life and Minimum Maintenance 
glass base just can’t be harmed by office Nylon Thrust Bearing: takes a lifetime of swiveling. 
abuse, never looks shabby, never needs Ball Burnished Spindle Bearing: perfect fit for long life. 
refinishing. Gray, green, walnut or black, Superior Casters: qversize ball bearings, extra wide rubber wheels. 


on 8 executive and stenographic models. STURLON®©® Finish On Metal Parts: 10 to 20 times as abrasion- 
resistant as other finishes. 


$) THE STURGIS POSTURE CHAIR COMPANY 
4 General Sales Offices, 154 East Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated folder on 
chairs with fiber glass bases. 


Name 


See Monvufactured in Sturgis, Michigan and Charleston, South Carolina 
VAD URE sturcis posture CHAIR COMPANY, STURGIS, MICHIGAN 
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ORIGINAL ENGINEERED 
MODULAR OFFICES 


“Our Tycoon 


Office Courier 
THE BOSS*” 


TECHNIPLAN 


gave him back to the Executive Committee 


HE WAS such an eager, busy-bee operator! He just 
couldn’t wait for our creaky, open-field routine to 
get into action—so he ran his own errands. This 


display of bustling initiative was widely emulated. 
too, with startling confusion and fancy costs. 


TECHNIPLAN is Globe-Wernicke original engineered modular office equipment. 
Standard interlocking and interchangeable components provide work sur- 
faces and complete working facilities to serve every type of office task. 


The TECHNIPLAN “L” shaped work station (shown here) assures more 


changed at will, without special tools 
or skill, and quickly! Interchangeable, 
interlocking units, pedestals, partitions 
afford unrestricted flexibility. 


FREE-STANDING partitions enclose 
TECHNIPLAN private offices, execu- 


tive suites, departmental groups or 
sections. 


ALL THESE and other advantages are 
solving specific office operating prob- 
lems for all types and sizes of busi- 


worker comfort and convenience, saves 
time and motions, and requires less 
floor space per worker; also privacy 
when equipped with standard TECH- 
NIPLAN partitions. 


TECHNIPLAN is modern in styling 
and finish—handsome and practical. 


See TECHNIPLAN, get detailed 
information, at your Globe- 
Wernicke dealer, listed in classified 
phone book under “Office Equip- 
ment.” Or write—Dept. 1-OM 


tOn On0 


Cincinnati 12, Ohio 


OFFICE MANAGEMENT 


Kozmetsky, of Hughes Aircraft Co., 
who became secretary-treasurer. 

The new Institute was formed for 
the purpose of disseminating informa- 
tion on technological advances as they 
pertain to the business world in gen- 
eral, especially on the management 
level. Particular attention will be given 
to developments in electronics. Many 
of the country’s leading industrial and 
professional firms have already become 
a part of the Institute. 

The constitution of the new group 
states that the objective of the Institute 
“shall be to identify, extend, and unify 
scientific knowledge that contributes 
to the understanding and practice of 
management.” The new organization 
will “stimulate research and promote 
high professional standards for devel- 
oping a unified management science.” 

The Institute of Management Sciences 
will maintain headquarters for the time 
being at the Carnegie Institute of Tech- 
nology, Pittsburgh, Pa. 

The board of directors includes An- 
drew Vaszoni, of Hughes Aircraft Co.; 
Merrill M. Flood, professor of indus- 
trial engineering, Columbia University; 
Cuthbert Hurd, of International Busi- 
ness Machines, Inc.; Herbert A. Simon, 
professor of industrial management, 
Carnegie Institute of Technology; Mel- 
vin E. Salveson, director, Industrial 
Logistics Research Project, University 
of California at Los Angeles; Les H. 
Query, of Eastman Kodak Co.; and 
Alexander Orden, of Burroughs Re- 
search Laboratory. 


AMA conference t. study new 
office electronics system 
A new office machine system in 

which typewriters, calculators, and 

other office machines have been tied in 
with automatic and electronic machines 
has been developed by the U. S. Steel 

Corp. 

Feeling that this program is of un- 
usual interest to business, the Amer- 
ican Management Association, 330 W. 
42nd St., New York 36, N. Y., has 
scheduled a special conference at the 
Hotel Astor, New York, Feb. 25-26, 
on the theme, “Integrating the Office 
for Electronics.” U. S. Steel executives 
will participate and the machines will 
be seen in action via closed circuit tele- 
vision. 

The system makes use of five-channel 
punched tape, eliminating much copy- 
ing and duplicating. The new me- 
thods are said to be adaptable to com- 
panies with as few as 350 employees. 
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Make every step yam with floor waxes improved 
with anti-slip LUDOX’ 


The luster of freshly waxed floors in your building need no 
longer be a warning of slippery footing . . . because floor waxes 
improved with anti-slip ““Ludox”’ have a unique snubbing ac- 
tion that gives added traction underfoot. These wax films offer 
even greater hardness than ordinary waxes! 


With all these extra advantages, properly formidated waxes 
containing Du Pont “‘Ludox”’ retain the basic properties of high 
gloss, water resistance and leveling. Why not see for yourself 
how much safer your floors can be? Call your maintenance man 
today and have him try a wax improved with anti-slip ““Ludox.” 
He can easily get a sample from your wax supplier. 


If your supplier does not have wax containing “‘Ludox,” 
write Du Pont, 4147E Du Pont Bldg.. Wilmington, Delaware. 


wot LUDOX 
HERE’S HOW “LUDOX”’ ADDS 
SLIP RESISTANCE: COLLOIDAL SILICA 


“Ludox”’ is colloidal silica—tough, trans- 
parent particles of minute size. Under the 
pressure of a footstep, these particles are 
pushed into the larger, softer wax particles. 
This action absorbs much of the foot’s for- 
ward-moving energy —reduces the possibility RUG. U. 5. PAT.OFF. 


of slips. BETTER THINGS FOR BETTER LIVING... .THROUGH CHEMISTRY 
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PRINT 


Rp MASTERS FOR DUPLIC 


ANYTHING WRITTEN, TYPED, 
ED OR DRAWN COPIED ON TO 


ATING 


XEROGRAPHY 


Saves Time, Cuts Duplicating Costs 
For Companies of ALL KINDS... 


There is no limit to the versatility of the dry, 
electrostatic xerography copying process in paper 
work duplicating applications, whether it's for an 
involved production order writing system, chang- 
ing a directory or parts list, or copying a long 
government report. Xerography is used by com- 
panies of all kinds large and small in thousands of 
applications copying forms, letters, charts, bulle- 
tins, sales manuals, engineering drawings, price 
lists, etc., for duplicating. Anything written, typed, 
printed or drawn can be copied on to paper 
masters by xerography with XeroX Lith-Master® 
copying equipment. 

An office girl can copy from one or both sides 
of original material in same, enlarged or reduced 
size onto a paper master for run off of multiple 
copies on an offset duplicator in 3 minutes. 

For use in diazo type machines, translucent in- 
termediates can be made from any original subject 
in the same speedy way. 


Write for “proof of performance” case his- 


z 


ARIS 


sat 


tories showing how xerogrephy saves time and 
thousands of dollars in duplicating costs for 
companies like yours. 


THE HALOID COMPANY 
54-27X HALOID STREET, ROCHESTER 3, N. Y. 


CANADA—The Haloid Company of Canada, Ltd., Toronto 2, Ontario 
PCS EPRI ae 


XE ROGRAPHY 


_ The festst, cheapest mest versatile way to make mastors fe 


eer ge ee Rae Sewer ee 
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TYPICAL USERS It 
DIFFERENT FIELDS 


AIRCRAFT 
Bell Aircraft Corporation 


AUTOMOTIVE 
Ford Motor Company 


BUILDING MATERIALS 
National Gypsum Company 


CHEMICAL 

Ciba Pharmaceutical 

Products, Inc. 
EDUCATION 

University of Nebraska 
GOVERNMENT 

Federal, State, City 


INSURANCE 
America Fore insurance 
Group 


MANUFACTURING 
Wallace Barnes Company 


METALS 
Aluminum Co. of America 


OPTICAL 


Bausch & Lomb Optical Co. 


PETROLEUM 
Atlantic Refining Company 


— arg te 
‘eninsular Telephone 
Company 
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Growth of coffee break leads 
to expansion of vending 
machine industry 


To cope with the increasing demand 
for coin-operated coffee dispensers, the 
Bert Mills Corp., largest U. S. manu- 
facturer of these machines, has built 
a $750,000 plant at St. Charles, Ill, 
which will be devoted entirely to coffee 
machine production. The new plant 
will double the company’s output, and 
still leave room for considerable ex- 
pansion, 

A spokesman for the company stated 
that the growth of the coffee machine 
business reflects the acceptance by of- 
fice and industrial management of the 
value of the coffee break. Since World 
War II, he said, management through- 
out the country has come to recognize 
that rest periods are a boost to morale 
and production. 

A survey of 1,160 companies by Fact 
Finders, Inc. in 1951 showed that 82 
per cent of these firms had observed 
a reduction of worker fatigue since the 
introduction of the coffee break. Sev- 
enty-five per cent noted improved em- 
ployee morale, and 62 per cent said 
productivity had been increased, Other 
benefits claimed were reduction of ac- 
cident rates, of turnover, absenteeism, 
and waste. 

Tending to offset these improvements, 
however, said the Mills spokesman, 
have been the costs of maintaining 
equipment and personnel to serve cof- 
fee, and the tendency of employees to 
take off considerably more time than 
they actually need for the break. 

The company believes that coin-op- 
erated machines solve all of these prob- 
lems, since they largely eliminate main- 
tenance costs and since they can be so 
located that it is unnecessary for work- 
ers to spend excessive time away from 
their jobs. 

Mills expects to have 22,000 machines 
on the market in 1954, and it esti- 
mates that they will dispense a billion 
cups of coffee, grossing 50 million 
dollars. Not too far away, the company 
feels, is the day when more than 100,- 
000 coin machines will serve 20 million 
cups a day. 


Investments of pension funds 
in insurance now tax-exempt 

Employers may now invest part of 
the funds of tax-exempt profit-sharing 
retirement plans in ordinary life in- 
surance policies, according to a plan 


OFFICE MANAGEMENT 


approved in January by the Internal 


February, 1954 
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ic Raleigh 903 | Raleigh 903 
*Fairfax continuous towels used by Brown & Williamson Tobacco - Bae Raleigh 903 , Raleigh gos | 
Corp. are serviced by Virginia Linen Service, Petersburg, Va. NERS 
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Brown & Williamson, makers of “Raleigh” Cigarettes, 
use Cotton Towels* for maximum plant sanitation 


Here’s How 


Linen Supply Works... 


You buy nothing .. . your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service is listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 


Fatrtax-Towels 


e The makers of “Raleigh” Cigarettes believe that cotton 
towel service is an important phase of their sanitation 
program. Since they have been using cotton towels, plant 
washrooms are kept tidier and cleaner, and their employees 
appreciate the greater comfort of soft, absorbent cotton 
towels. Raleigh Cigarettes, “the pack with the coupon on 
the back,” are made at the Petersburg, Virginia, plant of 
Brown & Williamson Tobacco Corporation, where more 
than 1600 persons are employed. 

Whatever your towel problem . .. whether you operate 
a factory, institution, office or store ... you can be sure 
that soft, gentle, absorbent cotton towels will do the best 
job in promoting employee morale, building customer good 
will, increasing tidiness in your washrooms and cleanliness 
among your employees. Cotton towel service is economical, 
it’s efficient and it’s a sign of good management. 


Clean Cotton Towels... 
Sure Sign of Good Management 


A PRODUCT OF WEST POINT MANUFACTURING CO. + WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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WAMMERM 


! 
BOND —< 


is America’s most used bond paper 


Secretaries say it.......... types better! 


They turn out neater, easier-to-read letters—with less effort. 
And the erasure-proof surface takes clean corrections easily. 


Businessmen say it ........ looks better! 


Executives like the distinctive look Hammermill Bond gives a 
letter... the way its brilliant new blue-white invites readership. 


Printers say it........... prints better! 


Printers know they can count on Hammermill Bond for sharp, 
clean results every time, because this famous paper has had 
superior printing qualities for 42 years. 


You can obtain business printing on Hammermill papers wherever you 
see the Guild shield on a printer's window. Meantime, write on your 
business letterhead for a free sample book showing Hammermill Bond 
in white and colors. Hammermill Paper Company, 1471 East Lake Road, 
frie 6, Pennsyivania. 


BOND 


FOR OVER 40 YEARS. 
AMERICA’S MOST USED BOND ‘PAPER 


Rare ERM; UT 


Revenue Service. Announcement of 
this approval came from the Institute of 
Life Insurance. 


The new plan is one submitted last 
February by two members of the In- 
stitute, the American Life Convention 
and the Life Insurance Association. 
The main provisions of the plan are 
(1) that an employer may set aside a 
definite percentage of each year’s net 
profits in a retirement income fund 
for his employees, (2) that up to 50 
per cent ot profits intended to be shared 
after retirement may be put into ordi- 
nary life insurance for employees par- 
ticipating in the plan, (3) that the 
employee may name a beneficiary to 
receive the death benefits of the in- 
surance should the employee die before 
retirement age, and (4) that profits set 
aside but not invested in life insurance 
may be put into insurance as an an- 
nuity for the employee on his retire- 
ment, 

The new ruling changes a previous 
stand by the Internal Revenue Service, 
which had held that investments of this 
type made profit-sharing retirement 
plans subject to taxation. The Life 
Insurance Association said that this 
change “opens to widespread adoption 
by many businesses and industries a 
plan providing great flexibility in the 
creation and administration of profit- 
sharing plans.” 


AMA Personnel Conference 
to be held in Chicago 


The American Management Associa- 
tion will hold a three-day Personnel 
Conference at Chicago’s Palmer House 
beginning February 15th. More than 
2,000 personnel and industrial relations 
executives from companies throughout 
the United States are expected to attend. 

Sen. Wallace F. Bennett, of Utah, 
will open the conference with a dis- 
cussion of clashing interests in human 
relations, and he will be followed by a 
series of speakers who will explore 
major issues in labor relations, per- 
sonnel administration, and human re- 
lations, 

Among the speakers scheduled dur- 
ing the conference are Guy Farmer, 
chairman of the National Labor Rela- 
tions Board; Harrison C. Hobart, As- 
sistant Secretary of Labor; Whitley P. 
McCoy, director of the Federal Media- 
tion and Conciliation Service; and nu- 
merous executives and experts from 
business, government, and professional 
organizations. 
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As is its custom, the AMA will 
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I VICTOR IDEAL SCRAPBOOK. Here is 
an all purpose scrapbook of excellent quality. 
Long a popular favorite of advertisers, agen- 
cies, artists, lecturers, performers and many 
other “clipping collectors”, the Ideal Scrap- 
book is handy for use in office or home. Has 
black moisture and scuff resistant fabricoid 
cover and quality paper that takes pen and 
ink, pencil or water colors. 12 popular sizes. 


* 

2 VICTOR SORTER. Still the most 
. practical one-hand sorting device on the 
market. Speeds up all kinds of sorting and 
temporary filing and eliminates errors. 25 
adjustable metal dividers with A-Z indexes 
protected in celluloid angle tabs. Accommo- 
dates up to 5%” of filing in a single division. 
Construction keeps dividers apart, ready for 
reception of papers. Two sizes, check and 
letter, for handling papers of any length. 


ry VICTOR CONTROLA-CHART. Pro- 
vides the answer to how to grapnically 
illustrate facts and figures. Transforms cold 
statistics into colorful chart form for visual 
control of any business operation. Ideal for 
maintaining sales, production, scheduling or 
many other records. Celluloid signals fit into 
slotted metal board to illustrate vital facts 
at a glance. Eliminates bottlenecks, speeds 
production, increases sales coverage. 


victToO R| SAFE AND EQUIPMENT 
DEALER SALES DIVISION * REMINGTON RAND INC. 


315 Fourth Avenue, New York 10, New York 
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WHAT OTHER OFFICE EQUIPMENT 
PAYS FOR ITSELF SO QUICKLY? 


This new low-cost machine makes 
automatic folding a money-saving 
investment for even the smallest 
office. Used only one hour a day, it 
pays for itself in a few months. 
Makes all standard folds and many 
more—handles up to six stapled 
sheets and folds paper up to 36 
pound weight in widths from 3% 
to 9 inches. 


For more information (or, if you 
would like a demonstration in your 
own office) simply mail the coupon 
below. 


= A-B-DICK 


THE FIRST NAME IN DUPLICATING 


=A. B. DICK” IS A REGISTERED TRADE MARK OF A. B. DICK COMPANY 
A.B. DICK COMPANY OM-254 
5700 Touhy Avenue, Chicago 31, Illinois 

(0 Id like full information about your folding machine 

(0 Please arrange a folding machine demonstration 


NAME POSITION 
ORGANIZATION. 

ADDRESS oS 
CITY STATE. 


sponsor a Personnel Conference Exhibit, 
consisting of forms, charts, manuals, 
reports, etc. relevant to the subjects 
discussed, 

The American Management Asso- 
ciation has its headquarters at 330 W. 
42nd Street, New York 36, N. Y. 


New Offices 
Recent announcements concerning 
relocations of existing offices and plans 
for new offices include the following: 


Duplicating Papers, Inc. 

Duplicating Papers, Inc., distributors 
of business paper and supplies for Mul- 
tilith, Multigraph, Davidson. Mimeo- 
graph, gelatin, and spirit duplicating 
machines, has moved its offices and 
warehouse to 230 W. 17th St., New 
York 11, 


Midwest Rotary Maniforms Co. 


A new plant has been completed at 
Caro, Mich. for Midwest Rotary Mani- 
forms Co., manufacturers of carbon in- 
terleaved forms, The new plant will 
considerably increase the company’s 
manufacturing capacity. The company 
continues to maintain its headquarters 
at 1036 Beaubien, Detroit 26, Mich. 


Oakville Co. Div., Seovill Mfg. Co. 

The Oakville Co, Division of the 
Scovill Mfg. Co., Waterbury, Conn., 
has announced that it has moved its 
New York office from the Chrysler 
Building, 42nd St. and Lexington Ave., 
to the Chrysler Building East, 161 East 
42nd St., New York 17, N. Y. The 
company manufactures the “Yellow 
Box” line of paper fastening devices. 

RCA Victor Div. 

The RCA Victor Div., Radio Cor- 
poration of America, has begun con- 
struction work on new administration 
and laboratory headquarters for its 
Home Instrument & Service Co. activ- 
ities. The plans call for five intercon- 
nected buildings, to be located on a 
58-acre tract in the suburban Cherry 
Hill section of Camden, N. J. The new 
headquarters will accommodate 1,400 
persons, and will have 325,000 square 
feet of office and laboratory space. 

The buildings will have flush-panel 
exterior walls of porcelain enamel and 
glare-proof glass, framed in stainless 
steel. The new “Lift-Slab” method of 
construction, by which concrete slabs 
for the roofs and floors will be laid on 
the ground and lifted into place by 
hydraulic jacks, will be used. 

The building will be air conditioned. 
General contractor is the Turner Con- 
struction Co., of Philadelphia, and the 
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of Attendees say 


THEIR OFFICES 
ARE NOT 
COMPLETELY 
EQUIPPED FOR 
MAXIMUM 
COMFORT AND 
PRODUCTION > 


* Survey of 1953 National Business 
Show by John T. Fosdick 

Associates. 98,031 attended for 
only one purpose — to fill their needs. 
Detailed Show Report on request. 


For Reservations call or write: 
RUDOLPH LANG, 

Managing Director 

33 West 42 St., New York 36, N.Y. 
Phone: PEnnsylvania 6-6760 
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architect is Vincent G. Kling, of Phila- 
del phia. 
The United Educators, Ine. 

The United Educators, Inc., Chicago 
publishers of encyclopedias and chil- 
dren’s books, have purchased Tangley 
Oaks, the 160-estate of Philip D. 
Armour on Green Bay Road, Lake 
Bluff, Ill. The buildings will be used as 
an educational center for writers, teach- 
ers, and illustrators, and as business 
offices for the company. 

The estate has several small lakes, a 
large greenhouse, 


The main mansion has approximately 


swimming pool, 
landscaped grounds, and other facilities, 


60 rooms. Mr, W. C. Cray, comment- 
ing on the move, said that “this move 
is more than just a desire to work on 
a magnificent country estate, and to 
give a stimulating environment to our 
creative people. 

“To our mind, modern offices have 
become too efficient, and in trying to 
get assembly line production they have 
too often neglected the human element. 
Tangley Oaks will reaffirm the dignity 
and integrity of the office employee as 
an individual, not as just a cog in a 
machine. We will carry on our work 


in small units rather than in one great 
impersonal room.” 


~ ‘a d the Best tn Z 2 / Py ‘ 


"RUBBER noea 


yer” to Federal Specifications — 
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Coming Events 


American Management Association 
Feb. 15-17 
Personnel Conference 
Palmer House, Chicago 
e 
American Management Association 
Feb. 25-26 
Special Electronics Conference 
Hotel Astor, New York 
e 
Office Management Association 
of Chicago 
Mar, 8-1] 
1954 OMAC Business Show 
Conrad Hilton Hotel, Chicago 
e 
National Association of 
Cost Accountants 
Apr. 20-23 
Seventh Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
= 


1954 Industrial Health Conference 
Apr. 26-30 
Hotel Sherman, Chicago 
ae 


National Office Furniture 
Association 
May 8-11 
1954 Convention 
Hotel Sherman, Chicago 
e 


National Office Management 
Association 
May 23-27 

Thirty-Fifth International Conference 

Annual Office Machinery 

and Equipment Exposition 

Kiel Auditorium, St. Louis 

e 


American Management Association 
May 24-26 
Insurance Conference 
Hotel Statler, New York 
a 


Life Office Management 
Association 
Sept. 27-29 
1954 Annual Conference 
Shoreham Hotel, Washington 
a 


Office Executives Association 
of New York 
Sept. 27- Oct. 1 
Golden Jubilee National 
Business Show 
69th and 71st Regiment Armories 
New York 
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The BASIC index 
{ or primary guides 


The SECOND step 
or auxiliary guides 


The THIRD step or 
surname guides 


SURNAMES MAY BE DIVIDED BY 
FIRST OR CHRISTIAN NAME INITIALS 


THE 


NO. 10-13-52 


PRINTED IN U.S.A. 


1st STEP—The Primary 
or Basic alphabetical index 
—in the 1st position —Blue. 


When cards increase in 


quantity and a finer distrib- 


ution is necessary—the 


CONTROL 


2nd STEP—Auxiliary 
guides, dividing the main al- 
phabetical sub-divisions are 
placed in the 2nd position— 
Orange. They maintain con- 
trol of the number of cards 
behind each guide. 


3d STEP—Common or 


Surname guides, 3d cut, last 


position—Black, are inserted 
to index like names when 


they occur in large numbers. 
These may be broken down 
into smaller groups by using 
Christian name initial guides 
— Orange, in last position. 
End guides show the term- 
ination of Common name 


ORIGINATED BYJZ/SMEAD'S CRAFTSMEN... 


MEM 


309-311 


MANUFACTURING CO. Inc. 


2nd ST. © HASTINGS, MINN. 
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; Books and Pamphlets 


The Retirement Handbook 

A casual conversation during a com- 
muter train ride several years ago set 
Joseph C. Buckley to thinking about 
the problems of retirement. He decided 
to inquire of a hundred people past 
middle age as to their retirement plans 
and was astonished to discover that 
only six had programs that could be 
considered organized. Realizing that 
much needed to be said on this subject, 
Mr. Buckley undertook a program of 
research into the many factors involved 
in successful retirement, and after two 
years had accumulated a mass of in- 
formation. The meat of this material 
he has now set down in a book called 
The Retirement Handbook, a book of 
more than 300 pages which has been 
published by Harper & Bros., 49 E. 
33rd St., New York City. It is priced 
at $3.95. 

The scope of the volume is indicated 
by the chapter headings: “Getting 
Ready for Your Harvest Years,” 
“Health and Long Life,” “Income 
Planning for Financing Retirement 
Living,” “Leisure-time Activities with 
a Retirement Perspective,” “How to 
Enjoy Leisure,’ “A Small Business of 
Your Own,” “If You Would Like to 
Retire to a Farm,” “Good Climate Is 
Part of Good Retirement Living,” 
“Where to Live in Retirement,” “Select- 
ing a Location for Retirement Living,” 
“California,” “Florida,” “Georgia, 
South Carolina and North Carolina,” 
“The Gulf Coast Country,” “The 
Southwest,” and “Retirement Planning 
Schedule.” 

The book is directed not only to 
those who have retired or are about to 
retire, but also to men and women 
who have reached the age of 35, in 
order to advise them about long-range 
planning. 

In addition to the text itself, the vol- 
ume contains extensive bibliographies 
at the end of the chapters, and, at the 
back, a table of climate information 
for U. S. cities. 


1954 Tax Charts 

The Colonial Co., 2416 65th St. 
Brooklyn 4, N. Y., has now issued its 
series of 1954 tax charts. Each chart 
shows, on one line, applicable tax fig- 
ures for weekly salaries ranging from 
$0.01 to $200, for bi-weekly salaries to 
$400, for semi-monthly salaries to $500, 
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however, it does not side-step or disre- 
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and for monthly salaries to $1,000. In- 
cluded are Social Security deductions, 
withholding taxes, and New York Dis- 
ability. Weekly charts are also avail- 
able with New Jersey or Philadelphia 


deductions. The weekly charts are 
priced at $1 each, the bi-weekly and 
semi-monthly charts at $3.50, and the 
monthly charts at $5. 


Pensions and Profit Sharing 
The Bureau of National Affairs, Inc. 
has prepared a handbook called Pen- 
sions and Profit Sharing which is de- 
signed to explain to the layman the 


gard the technical matters which must 
be considered. It endeavors to examine 
these problems thoroughly and to ex- 
plain them in their simplest terms. 
The new handbook is the work of 
seven experts: Herman C. Biegel, 
Fleming Bomar, George B. Buck, Jr., 
William W. Fellers, Austin M. Fisher, 
A. D. Marshall, and John B, St. John. 
The principal subdivisions of the 
volume are “Features of Present-Day 
Pension Plans,” “Tax and Legal 
Aspects of Pension Plans,” “Financing 
a Pension Plan,” “Pension Costs and 
Cost Experience,” “Deferred Profit 


numerous aspects of this subject. In 


Sharing Plans,” “Bargaining on Pen- 
making its non-technical approach, 


sions,” “Administration of Pension 
(To page 66) 


hy way you Figure— 
eh te Marchant./ 


Whatever your figurework 
requirements, there’s a Marchant 
exactly suited to your needs... 

at a price soon repaid in 
greater work output. 


4 * 

Les Simple! 
Operating a Marchant 
is as simple as child’s- 
play. With a little 
practice, anyone in 

our office can 

ome an efficient 
operator. 


Marchant’s quiet, 
smooth-running dial 
design gives you 
calculating speed up 
to twice that of other 
calculators. 


4 
Lt a Buy! 

Dollar for dollar, 
Marchant gives you 
more time-saving, 
built-in automatic 
features with 
guaranteed accuracy 
control, 


There's o Marchant Man nearby. He's ready to 
prove—by a free trial on your own work —thot 
Marchant's your answer...any way you figure! 


MORCHONT wesc 


Just mail this coupon with your business 
letterhead to get your free... 


GUIDE TO MODERN 


FIGURING METHODS. ..... » 
ILLUSTRATED BOOKLET ABOUT 
MARCHANT CALCULATORS... . . Oo) 
MARCHANT CALCULATORS, INC. 
y OAKLAND 6, CALIFORNIA Pl 
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Bigelow Cushionlok* carpet absorbs up to 90% 
of floor noise... deadens echoed sound, too! 


The clatter of footsteps, the rat-tat of machines and 
the din of office activity can play havoc with your 
nerves. Or these distracting sounds can be hushed to 
peaceful quiet with Bigelow Cushionlok Carpet. 


For this handsome, durable acoustical carpet has 
such a high sound-absorption coefficient that often 
no further acoustical treatment is necessary . 


So easy to install! Bigelow Cushionlok can be in- 
stalled during regular business hours. It requires no 
cushion lining (it has its own built-in cushion) . It can 
be cut in any shape, pieced, patched and re-laid. It 
can be used on any type floor. 


Saves over 73% on maintenance! Figures show that 
the average annual cost of maintaining hard surface 
flooring is about 60¢ a foot as against 16¢ a foot for 
Cushionlok carpet. Jot down the number of feet in 
your office and see how Cushionlok pays for itself. 


*Reg. U. 8. Pat. Of. 


e* et lk, ie alll 


Send for a sample. Write on your business 
Dept. AA, 140 Madison Avenue, New York 


Bigelow 


stationery to 
ee 


Cushionlok Carpet 


For Better Acoustics 
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“Office boy to president” 


THE OFFICE pictured is modern enough, but the scene must be pretty 
nearly obsolete—the big shot and the office boy in pleasant consultation, 

The late Horatio Alger had his name in the newspapers recently on the 
occasion of his birth anniversary, and we believe there is an award bearing 
his name which goes annually to persons who have emulated the heroes of 
his famous boys’ stories written around the theme of an honest rise from 
poverty to wealth. Somewhere in these stories the office boy always would 
get to sit down with the president, so that he could be told the president had 
become aware of his sterling characteristics and would see that a way to 
the top was smoothed for him, 

The office of today is generally too compartmented for such easy and fortu 
nate contact between the new recruit and the General. The inner light o/ 
ability and ambition has to shine out far more brilliantly now to catch the 
attention of top management. Office life is lived at a far faster pace than it 
used to be and staffs are so much larger—and the inspiring warmth of rec 
ognition of accomplishment tends to be confined to a smaller and smaller area. 

Today, personnel management has practically the status of a science and 
we are all properly indebted to it for its great contribution to office efficiency. 
Among other things, it puts great emphasis on the fact that employees are 
people, and like to be treated as such. But worthwhile people resent com- 
partmentization—even in this era of the specialist. “Don’t fence me in” is 
still a popular slogan, and the personnel department needs to be aware ot 
this in its task of catching and holding the young employee. 
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Lynn Gray, a senior 
at Prospect Heights 
High School, Brook- 
lyn, encounters an 
old stenographie 
hazard—the unintel- 
ligible symbol 


Student office teams show — 


High school “cooperatives” do the job 
by Robert M. Smith 


IT IS A regular business office, and the personnel look like 
regular business personnel, Except for the girl at the third 
desk, perhaps—she seems a little younger than the others— 
almost like a high school girl. 

She is. And even though she is doing the same job as the 
women among whom she is working, and drawing a salary 
for it, she is going to school and receiving school credit at 
the same time. 

For the girl is a commercial student under the cooperative 
education system of New York City in which work experi 
ence in a selected field that matches her high school course 
carries academic credit and provides practical experience 
for the student—and helps to relieve the severe shortage 
of office workers for employers. 

Not only does it relieve a shortage for the period the 
student spends in the office while attending school—it can, 
if the student likes the firm, and the office likes her work, 
give the company a full-time worker trained in the ways o! 
the organization when the girl graduates. 

Actually, it can lead to two full-time workers, since, under 


24 


the New York system, most students working in offices 
under the cooperative plan work in pairs, each alternately 
giving a full forty-hour work week in the office and spend- 
ing a week in school. Thus, the employer has one full-time 
position staffed at al! times. 

The outgrowth of a plan that was first started in three 
New York City high schools in 1915, today 36 high schools 
in the city’s education system offer a cooperative program. 
In 27 of these schools, students in the program are taking 
commercial courses, Although the greatest number of 
students working under the cooperative plan work in offices, 
a substantial percentage also serve in retail shops, in in 
dustry, and in nursing work in hospitals, according to the 
type of course they are taking in school. 

The plan operates through the central Cooperative Edu- 
cation office in the city’s Board of Education office, which 
handles contacts with industry and the placement of stu- 
dents on a citywide basis. This office is assisted by co- 
ordinators in the various high schools offering the plan. 
Students, when they enter high schools where the program 
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is in effect, are interviewed by the school coordinator who 
determines which ones may be interested in and qualified for 
the cooperative work-study plan. Generally, students who 
plan to go on to college are not encouraged to enter the co- 
operative plan, since one of its major benefits is that it offers 
a continuity of employment and experience both of student 
and employer. However, students who are taking an aca- 
demic course with some commercial classes included are 
entirely eligible for the program, provided a job can be found 
for them that fits in with the type of commercial class they 
are taking. 

Since New York State law provides that no one can work 
full-time during the academic year unless he is over 16 years 
old, and since under the cooperative program only high 
school juniors and seniors are eligible for the plan, this gives 
the high school coordinators an opportunity to screen the 
students carefully and thoroughly when they first enter 
high school before a final decision is taken as to whether or 
not they want to participate in the program. 

When the student who wishes to gain job experience and 
earn money while still attending school is sixteen years old, 
and has entered the junior year in high school, he is eligible 
for the cooperative program. His school records, his 1.Q., 
and his teachers’ and counselors’ comments about him are 
relayed on to the Cooperative Education Department at the 
central office of the City Board of Education in Brooklyn. 
There on the basis of these records, and the student’s own 
ambitions and interests, as expressed in an interview with 
one of the specialists in the Department, he or she is classi- 
fied as a certain type of worker for a certain type of job. 


February, 1954 OFFICE MANAGEMENT 


Lynn, like the other students in her “coopera- 
tive education” course at Prospect Heights, 
takes drill during the alternate weeks spent 
in school on the skill subjects: shorthand and 
typing. Before taking her present cooperative 
job at the Commerce and Industry Association 
of New York, Lynn was interviewed by Miss 
Grace Brennan, director of the Cooperative 
Education Department, New York Board of 
Education, to determine the best type of place- 
ment for her on the basis of her school record; 
and her personality, 
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Cooperative education . » » benefits two 
factions. tt is designed pr'maril, for 
the students, as a definite, integral part 
of their educational process. Bui in 
achieving this, it also offers benefits to 
every employer who can offer young 

jobs in which they can really 


ople 
marr 7? 


The department then consults its “Job Order” sheets. lt 
The Smith Company needs one beginning bookkeeper, and 
if the particular student is taking bookkeeping training in 
school, she will be sent to the firm for an interview. Assum 
ing all goes well at the interview, and the girl gets the job, 
the firm now has a bookkeeper—or half a bookkeeper. An- 
other student, with the same genera! qualifications—and 
as much as possible the same type of personality and same 
basic intelligence level, for the department has found that 
most firms follow a pattern in the type of employees they 
like—is sent to the office for an interview. If this interview 
too goes well, Firm “A” now has a full time bookkeeper. 

According to a master schedule kept in the Cooperative 
Education Department, cooperative students are divided 
into an “A” week and “B” week group. Each job team 
consists of one “A” and one “B”—one girl to carry the job 
one week and go to school the following week, her team 


mate to work when “A” is in school, go to class while “A” 
holds down the job. 

Students keep their academic level up to the par of their 
full-time contemporaries by maintaining a double schedule 
of all academic subjects during the alternate weeks they 
spend in school. On the skill subjects used on the job, 
however—typing, shorthand, business machine practice, etc., 
a regular schedule only is carried during the week they are 
in school. 

This system, of course, puts certain obligations on the 
employer, Since the time spent by the students at work in 
the office is considered as school time, the employer must 
keep attendance and punctuality records as well as submit 
job evaluation ratings to the Board of Education. Regular 
ratings are assigned by the employer for the work done by 
each student of the team, and these become a permanent 
part of the student’s school record, 

Outside of this, however, each student of the team is con- 
sidered, and must be treated in every way, in exactly the 
same fashion as every other person in her job classification 
in the employing office. The Cooperative Education Depart- 
ment will not place a student in an office which will not 
give her precisely the same pay (for the week which is 
worked), the same insurance and pension benefits as any 
regular worker in the same category. 

The office benefits, of course, because it has one full-time 
job filled by a team who may be lacking in previous job 
experience, but who often more than make up for this by 


(To page 70) 


Every other week, the schoolgirl is a stenographer. Lynn on the job at the Commerce and 
Industry Association, taking dictation from Association Secretary Joseph B. Sinclair 
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Office troubles fade— 


LITERALLY millions of dollars of potential. savings in 
new methods are lying at the feet of industry merely waiting 
to be picked up. Over $1,100,000.00 per year has been saved 
for American industry in the past six years by the faculty, 
conferees and students at the Taylor Management Labora- 
tory of the Wharton School of the University of Pennsyl- 
vania. More than 1,200 management people employed in 
production and office positions in industry and government 
have attended conferences and courses in Work Simplifica- 
tion and Measurement for office and factory principles in 
these past six years. 

Every day we hear of more and more schools that are 
installing Methods Laboratories and are beginning to teach 
methods work. Perhaps the “educational lag” has run its 
course and the principles of motion economy and work 
simplification fathered by Taylor and the Gilbreths are at 
last being added to the curriculum of our colleges and 
universities. 

Some of the laboratories I have visited and read about are 
representative of large investments in time and money. New 
York University has spent over $30,000 in new equipment 
and facilities for its Industrial Engineering Laboratory. 
Our funds for new equipment and maintenance at Wharton 
have been substantially increased by a bequest from Mrs. 
Taylor, amounting to over $50,000. Purdue University 
under the direction of Professor Mundel has an outstanding 
laboratory and enjoys considerable cooperation between in- 
dustry and education in the area. 

We may say, therefore, that Methods Training is on the 
increase in educational institutions, but of what value is 
such a program going to be to industry today, right now, 
and not in the future? It is going to take time to get all 
these programs into high gear, but it is right now that 
industry and the office need the people and the improve- 
ments. It cannot wait; costs must be reduced and produc- 
tion increased immediately. Are these not the arguments 
that are being put forth as reasons why industry has to 
install its own methods training program? Certainly they 
are, but in my opinion industry is missing one big bet. It 
has overlooked the fact that these laboratories can be used 
right now for methods work. The facilities are there and 
that the trained instructors are there and in such quantity 
that private companies cannot afford to duplicate them. 

The most elaborate methods laboratory I have seen in 
industry would not hold a candle to some of the laboratories 
I have seen in educational institutions. What is being done 
in these laboratories that have been set up by universities? 
Some of them have started “Conferences,” “Seminars” and 
“Round Tables” for people from industry and the office 
where the outsiders come in for a day a week for two or 
three weeks and work on particular jobs. Ralph Barnes 
pioneered this phase for many years and Alan Mogensen 
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When methods problems 20 tO college 


by V. Donald Schoeller 


Lecturer in Management, Wharton School. University of Pennsylvania 


with his “Lake Placid” conferences is doing a wonderful 
job. 

We have started the conference in “Work Simplification 
in the Office and Shop” at Wharton School. All of these 
conferences are extremely valuable and pay great dividends 
to the companies that send conferees. Very often, solution 
of the methods improvement project that the conferee brings 
with him to the conference more than pays for his participa 
tion in the savings accomplished, and is a continuing source 
of savings. The laboratories can, therefore, be used during 
the summer and other vacation periods as actual methods 
laboratories for industry, or the office, on a conference basis, 
with people from industry participating on the theory that 
discussion with other concerns’ representatives will possibly 
solve a problem in their own plant or office. 

In addition to the conference technique, the laboratories 
can be used as a service to industry in the area they serve. 
Too often, the “Methods” improvements worked on by the 
students are demonstrations of jobs that have been previous- 
ly solved and are therefore only hypothetical problems, My 
suggestion is that industry work out a plan with the uni- 
versity laboratories whereby the students will work on 
actual jobs in plants and offices from the area. You would 
be surprised at the limitless possibilities there are for sug- 
gestions in a group of students. We have taken micro- 
motion pictures of jobs that were either too complicated or 
too large to bring into the laboratory. Students have brought 
in paperwork jobs, mechanical assemblies, packaging jobs, 
layout problems, materials handling problems, office layout 
jobs, filing jobs and a host of other small jobs that they 
found in their plants, in plants where members of their 
families worked, and even from the home. 

Why are such conferences necessary? It is my experience 
that over a long period of time a great number of people 
have expressed the desire to learn more about the basic 
principles and techniques of work simplification in the 
office. Not only has this opinion been expressed but also it 
has been found that many people who today are in re- 
sponsible positions of industrial engineering and office pro- 
cedures work have gotten to that position through devious 
channels which very often have by-passed the basic tech- 
niques, Many of these people who are in responsible posi- 
tions today have achieved these positions by virtue of trial 
and error methods because no specific text or no specific 
courses in colleges and/or industrial institutions have been 
available in the past, It is only in recent years that any 
courses in the basic principles of work simplification and/or 
office procedures have been offered. In fact, in the Phila- 
delphia area there is only one course available and that 
is on a night school basis at the Wharton School of the 
University of Pennsylvania, which specifically teaches the 
principles of office procedures and paperwork simplifica- 
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tion. It is therefore felt that a conference such as this is 
suitable to the established practitioner, and the specialist 
in industry. 

It has been my privilege over the last few years to give 
conferences in office work simplification, both in univer- 
sities and in private industry, as well as in government 
installations and in four foreign countries. The conferees 
in these various conferences ranged from beginning stu- 
dents at the collegiate level up to and including managers 
of systems and procedures functions in the many varied 
industries. On the government level students ranged up 
to and including GS 15 Organization and Methods Ex- 
aminers, and in industrial establishments, vice-presidents 
in charge of operations as well as general managers of | 
systems and procedures activities. It is therefore felt that . 
the entire range of practitioners in this work has been 
covered in these conferences. 

The most amazing part of the whole field has been the 
recognition that the individuals participating in these con- 
ferences have had a very sad lack of knowledge of the basic 
principles and techniques, and the conferees have stated 
in many cases that the information given them in the course 
was exactly what they needed to carry on their basic in- 
vestigations, and to round out their ideas so that they may 
handle a procedures job from beginning to end. The feel- 
ing has been expressed that many people in responsible 
positions start off somewhere in a middle level and work 
from there upward in terms of their method of approach 
to a problem. They, therefore, completely miss the appli- 
cation of the basic principles, techniques and fundamentals; 
these fundamentals being the basic tools and techniques 
that were originally discovered by the Gilbreths. The opin- 
ion has been expressed to me by Dr. Lillian Gilbreth that 
modern management people seem to gloss over the basic 
principles that she and her husband developed, on the 
basis that they are something too basic and they, therefore, 
attempt to go to the higher echelons of analysis without 


(To page 75) 


Exhibit 1. Old work ticket form (left) was redesigned 
as simple snap-out set (below) which carried all infor- 
mation given on original form saved time and money. 
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New office typifies Canada’s progress 


THE AVERAGE large office building mirrors the whims, 
the tastes, and the prejudices of the company’s top executives, 
who are, in the majority of cases, masculine. But when 
the Manufacturers Life Insurance Company, of Toronto, 
Canada, planned to add an eleven-story addition to its home 
office, and to remodel the home office building along the 
projected lines of the addition, it faced the fact that 75 
per cent of its employees were women, and gave precedence 
to the “woman's viewpoint” in all its planning. 

Thus, after considerable study by architects and company 
officers to determine the particular preferences of female 
employees, Manufacturers Life has created an office that 
has many features unknown in other large Canadian offices, 
and some of which are probably unmatched in any American 
office. 

The color scheme of the general offices reflects the femi- 
nine viewpoint in its use of light shades—mist green for 
desks, medium grey for files, mushroom for walls and par- 
titions. The steel desks have glareproof tops to lessen 
eyestrain, and rounded standards to protect workers against 


Vault in basement of Manufacturers Life building 
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holds some of the company’s $500,000,000 in assets. 
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Conservation Section of the Claims Department at Manufacturers Life is typical of gen- 


eral offices in he new Canadian building. 


tears and snags in their stockings. Although all desks are 
set at 29 inches height—the approved general standard—the 
legs are adjustable, so individual employees may set their 
desks at the exact height which is best for them. Since the 
desks are made of standardized units, and are stocked in 
unassembled form, each employee can also have the typing 
pedestal on whichever side she prefers, and may have 
drawers arranged in whatever pattern is most convenient. 

Other provisions for employee working comfort include 
“wired music programs” in all parts of the building except 
the executive offices, and a spacious first floor employee 
lounge which extends the full width of the new building. 
The lounge is in three -sections with the two end units 
being given over to card and game rooms, and the main 
central section furnished with chesterfields, easy chairs, and 
low tables. Doors at the rear of the lounge open on a patio 
and lawns behind the new building. 

Music for the employees is carried over the central sound 


In the period since 
1945, Canada has 
maintained the great 
industrial impetus 
gained during the 
war years, and 
stands today as one of the great manufac- 
turing and commercial powers of the West. 
Canada’s rapid expansion is symbolized by its 
new offices, many of which embody features 
unknown in all but the newest and most mod- 
ern United States organizations. 


Music is played periodically in all offices 


system of the building, which is zoned so that specific areas 
can be paged without interrupting the music going to other 
departments. An all-call switch at the central control panel 
(located right next to the building switchboard) can cut 
off the music or other programs in operation and allow 
paging over the entire system. Music is played for twenty 
minutes of each hour. 

Among the newest features of the building are the air 
conditioning system, and the autotronic elevator system em- 
ployed by Manufacturers Life. Cooling in the building is 
accomplished by cooled surfaces, rather than conventional 
forced draft of cooled air. Thus, aluminum panels located 
under the windows and in the ceiling are backed with copper 
tubing through which cooled water circulates. Other ceiling 
panels form part of the reflector of the recessed lighting 
troffers, and serve to absorb heat given off by the lighting 
tubes as well as heat from machines and human activities. 
In wintertime, use of warmed water in the ceiling and 
window panels supplements the central heating system. 

As the major heating and cooling requirements are cov- 
ered by radiation and absorption, air supply is used mainly 
for necessary air changes and control of humidity, With 
air flow limited to these functions, the volume required is 
about 40 per cent less than in conventional systems, and 
this gives the new building a number of important advan- 
tages. Space savings are uchieved through the use of smaller 
air ducts. No fan rooms need be located on intermediate 
floors between the sub-basement and machinery penthouse, 
leaving intervening floors open for office space. No drafts 
are created in the offices. 

Electronic controls for the elevator system in the new 
building handle traffic between the floors with a minimum 
of time loss. The “brain” behind this system is an elec- 
tronic device that supervises each elevator’s moves, controlled 
by a panel in the main floor elevator lobby which is manu- 
ally operated to handle six major traffic patterns, includ- 

(To page 74) 
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Library (above) is immediately adjacent to employees’ anes (below). The library, 
beside furnishing employees with the latest books and periodicals, also stocks the 
texts needed by workers for various courses of study they are taking. Lounge is 
divided in three sections by  lding doors and end rooms are reserved for games. 
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3 News. 
| pict rial 


The three pictures on this page are 
of the new offices built for the De- 
partment of Public Welfare, Balti- 
more, in an empty factory. The pic- 
tures, taken before the furniture in- 
stallation was complete, show the ex- 
tensive use made of “Novoply,” a 


wood product of the United States 
Plywood Corp., Weldwood Bldg., 55 
W. 44th St, New York 36, N. Y. 
Novoply is an inexpensive laminated : 
panel made from wood chips and 
shavings. It has a “wood-mosaic” ap- 
pearance on both sides. It is said to 
have great dimensional stability so 
that it does not warp. The manufac- 
turer states that “Novoply is made by 
sandwiching a filler of integrated 
wood chips between two layers of 
wood veneer flakes.” The chips and 
flakes are precision-made. Novoply is 
manufactured in various sizes: the 
largest panels measure 48 inches by 
96 inches and 72 inches by 144 inches, 
with a thickness of three-quarters of 
an inch, while smaller panels three- 
eighths of an inch in thickness are 
made in 48-inch by 96-inch size. The 
panels can be sawed and fabricated 
with ordinary tools. The company 
states that the composition of Novoply 
is such that power tools will not tear 
out particles, and that it will hold 
nails and screws, even near the edges, 
without splitting. It is relatively light 
in weight. Other properties claimed 
for it are suitability for insulation and 
for noise reduction, The picture above 
presents a general view of the Balti- 
more offices, where Novoply was used : 
for sliding doors, partitions, and office 
walls. A total of 15,000 square feet 
was used throughout the four-story 
building. In the center picture, which 
shows the reception room, Novoply is 
seen also in the sides of the desk. The 
bottom picture is of a typical corridor 
in the new offices. The firm of Wrenn, 
Lewis, & Jencks, architects, and Kirby 
& McGuire, Inc., and J. H. Williams 
Co., Inc., contractors, worked on the 
project. 
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& “Quick-Quest” is available in five 
sizes for filing cards, file folders, etc. 
on desk tops or in drawers. An ad- 
justable two-way throw plate creates 
a “V" at the point where the files are 
opened; material can be removed or 
filed easily. This is a product of Wood- 
all Industries of California, 1970 Car- 
roll Ave., San Francisco 24, Calif. The 
models now available range in size 
from 3 by 5 inches to legal size. 


Y This “4 in 1” electric portable lift- 
truck model EL-20 operates as a fork 
lift, straddle-lift, platform-lift, and 
drum-stacker. It has a lifting capacity 
of 1,250 pounds, It is new in the line 
of materials handling equipment man- 
ufactured by the Safeway Industrial 
Equipment Co., Inc., 184 N. Franklin 
St., Chicago. 
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The United Metal Box Co., Inc., 
174 7th St., Brooklyn, N. Y. offers this 
“Round Top Receptacle” with self- 
closing door in chrome or in a variety 
of colors with a chrome top. 


New 
for the office 


> The “Supermatic” microfilmer, a 
product of Recordak Corp., 444 Madi- 
son Ave., New York 22, can record 
from 200 to 500 documents an hour 
by standard, duo, or duplex methods, 
at any of five reduction ratios, Either 
16 mm or 35 mm film can be used. 


Y This new electronic dictation ma- 
chine records on an endless magnetic 
belt which can be re-used indefinitely. 
It is made by Peirce Dictating Systems, 
5900 N. Northwest Hwy., Chicago 31. 
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New for the Office 
(Continued) 


A PHOTOCOPY INFORMATION 
KIT is offered by the American Pho 
tocopy Equipment Co., manufacturers 
of the Apeco Auto-Stat photocopier. 
The kit contains separate folders cov- 
ering the use of photocopying in pre- 
paring tax returns; the procedures for 
photocopying in any color and a dis- 
cussion of color-coding; and methods 
for photocopying on preprinted busi- 
ness forms. Also included is a new 
book on Auto-Stat copying, with dia- 


_——_ 


grams, uses, comparison charts, appli- 
cations, photographs, and other infor- 
mation. The kit is available without 
charge from the American Photocopy 
Equipment Co., 1920 W. Peterson, 
Chicago 26, Ill. 


A NEW “ECONOMIZER BOX” has 
been designed by the Kee Lox Mfg. 
Co., Rochester 1, N. Y. as a conven- 
ient packaging for Kee Lox carbon 
paper. The box has a pull tab and is 
hinged to open to the right, This ac- 
tion raises the paper in the lett side to 
a level where its clean, uncoated edges 
may be grasped easily. The right side 
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PLASTIC BINDING 


. 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—V/g" to 1" diameter. 


THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today 
++» packed with illustrated ideas for 
using beautiful plastic binding on 
advertising presentations, sales 
manuals and other promotional lit- 
erature. This unique plastic bound 
portfolio gives the complete appli- 
cation and cost advantages of the 
GBC Binding System as proven in 
thousands of progrnssive organiza- 
tions in every field of endeavor. A 
wealth of timely and important in- 


formation absolutely FREE. a 


GENERAL BINDING CORP., Dept. OM-2 


812 W. Belmont Ave., Chicage 14, Ill. 


GET THIS FREE PORTFOLIO-PRESENTATION 


RIGHT IN YOUR OWN OFFICE 


Bind all sizes of loose pages—any printed 
or duplicated material with compact 
GBC plastic binding equipment... in 
a matter of seconds. You'll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


GENERAL BINDING CORPORATION 
Dept.OM-2 812 W. Belmont Ave., Chicago 14, Ill. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION that includes prices 
and applications. | understand that there is abso- 
lutely no obligation. 

NAME__ i 
ORGANIZATION 
ADDRESS 


CITY 


SSS 


TODAY 
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serves as a tray for second sheets; thus, 
carbon and second sheets may be con- 
veniently interleaved. 


A cut-out in the right side permits 
the typist to grasp the paper in order 
to lift it conveniently from the tray. 
When the carbon paper is returned to 
the left side after being used, it is auto- 
matically rotated, to even the wear on 
the sheets. 


A MICROFILM SPLICER that is said 
to splice 16, 35, or 70 mm film with- 
out losing any part of the recorded 
material is now offered by the Presta- 
seal Mfg. Corp., 37-27 33rd St., Long 
Island City 1, N. Y. The device is 
called the “Presto-Splicer.” The manu- 
facturer states that it produces a 
“welded splice which is automatically 
replasticized prior to splicing.” No 
cementing, scraping, clipping, or stap- 
ling is necessary. 


AN INTERCOM TELEPHONE 
SYSTEM designed especially for small 
businesses is now being offered by the 
Ericsson Telephone Sales Corp., 100 
Park Ave., New York, N. Y. The 
system requires no central station or 
equipment, and can be used with frem 
two to eight instruments. Power is 
supplied by a dry cell battery or by a 
battery eliminator. This system is made 
by the Swedish firm of L. M. Erics- 
son. In addition to the new telephones, 
the company manufactures seven basic 
intercom systems with capacities for 
serving up to 200 stations. 


A SELF-ADJUSTING FILE DRAW- 
ER DIVIDER has been introduced by 
Remington Rand Inc., 315 Fourth 
Ave., New York 10, N. Y. The divid- 
er tilts to form a filing “V” and is 
self-adjusting when additional mate- 
rial is placed in the drawer. Adjust- 
ment is made automatically when the 
divider is moved to a vertical position. 
Dividers are available for letter- and 
legal-size cabinets. 


AN IMPROVED DISPENSER AND 
SLITTER for cellophane tape has 
been developed by Permacel Tape 
Corp., New Brunswick, N. J. It is 
called the “T 5E Texcel Controlled 
Length Tape Dispenser with Slitter.” 
This model can handle tapes up to one 
inch in width. It will dispense the tape 
in measured lengths up to four inches. 
Two strips of tape of pre-determined 
length can be dispensed in one opera- 
tion. Unmeasured tape of any length 
can be withdrawn when required. 
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THE ANSUL Chemical Company, producer of dry chemical 
fire equipment and industrial refrigerant chemicals, found 
recently that it had a problem on its hands. Complaints 
were mounting—both inside and outside the office—about 
the company’s telephone communications, Executives inside 
the office blamed the switchboard operators for delays in 
outgoing calls; outside companies complained about the 
handling of their calls to Ansul. 

The problem was a particularly serious one to the mid- 
western concern because it is located in Marinette, Wisconsin, 
270 iniles north of Chicago, and some distance off the main 
east-west line of communications. Because of this, the com- 
pany has always had an unusually high incidence of long 
distance calls. 

Before taking any action based on the company executives’ 
complaints, office manager Ed Schlutter decided to find out 
to what degree their complaints were justified. No one 
questioned the fact that there was some inadequacy in 
Ansul telephone service; the problem was whether or not 
it was the switchboard operator's fault. 

In order to learn what actually was at the root of the 
trouble, Mr. Schlutter called in represenzatives of the Wis- 
consin Telephone Company to study the existing ‘phone 
equipment. Was it adequate for the job? They found it 
was, and that the switchboard was properly staffed with one 
operator; that there was no need for a second one. 

This established, the telephone people went on to learn 
the real reasons for the trouble. They did find that some 
of the difficulties were due to inexperience on the part of 
the switchboard operator, but they found that at least as 
important a reason for trouble was the unnecessary demands 
on her time made by Ansul officials who weren't using their 
telephones properly. One of the worst features of the entire 
tangle was a failure of company executives to notify the 
operator of their whereabouts after having placed a long 
distance call; when the call came through, her time was 
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If telephone communications are tangled 


Don’t blame the switchboard! 


taken on a telephone search through office and plant in an 
effort—often completely futile—to locate the man who 
had placed the call a few minutes before. 

Another major error of Ansul executives was placing a 
long distance call with the operator and then hanging up 
before she could learn which official was placing the call. 
Since the Ansul switchboard is so set up that the operator 
does not know the source of any calls originating in the 
plant or office unless the caller identifies himself, this 
naturally meant that she could not place the anonymous 
call at all until she heard an angry complaint from the 
source because his call hadn’t come through yet. 

Realizing that the problem was a double one, Schlutter 
discussed methods of solving both phases of the trouble 
with Wisconsin Telephone Company representatives. They 
recommended an intensive training program for the switch- 
board operator, and a training program in how to use the 
telephone for everyone else in the plant and office. This 
program for all employees and officers who used the tele- 
phone regularly was to be preceded by a monitoring period 
during which other common errors made by Ansul per- 
sonnel could be identified, so that these could be covered 
in training too, 

The suggestion, at the insistence of the telephone com- 
pany, was cleared with the company president, since the 
telephone people, for obvious reasons, refused to monitor 
conversations without approval of the head of the company. 
The president approved, and the program went into effect, 
after several days’ preliminary warning to department heads 
that all incoming calls would be monitored. This word 
was passed on by department heads to all other personnel 
who used the ‘phone in the course of business, but no indi- 
cation was given as to when the four-day monitoring pro- 
gram would start. 

After the monitoring period had ended, a training pro- 
gram was worked out by Schlutter and ‘phone company 
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One of executives’ worst faults: placing long distance call, 
then leaving phone before connection is completed. 


training personnel to cover the most common errors found 
during the survey. The ‘phone company supplied visual 
aids, movies, and questionnaires to be used in the program. 

The training program, given for all Ansul salaried per- 
sonnel by Miss Genevieve Mortell,) Wisconsin Telephone 
customer service consultant, was held in a series of two-hour 
meetings twice a day for one full work week. Most of the 
time was spent discussing the results of the monitoring, 
answering questions about telephone procedure, illustrating 
methods of improving telephone courtesy and ‘phone efh- 
ciency, and, in general, thrashing the whole problem out. 
Each session was climaxed by a 30-minute sound movie on 
‘phone courtesy supplied by the telephone company. 

The first meeting was attended by all the company’s top 
officials, on the sound theory that any reluctance to support 
the program at the middle levels would be overcome by 
top level support. 

Actually, according to Schlutter, there was very little 
opposition to the whole project at any time. On the con- 
trary. Everyone concerned humbly conceded his own tele- 
phone shortcomings, and admitted that previous judgments 


Telephone troubles do not neces- 
sarily stem from the switchboard. 
Ansul Chemical, to meet complaints 
about its incoming and outgoing 
service, called on the Telephone 
Company for help. Monitoring of 
the lines by telephone company per- 
sonnel showed that much of the dif- 
ficulty stemmed from company ex- 
ecutives’ poor telephone habits. A 
training program given by the ’phone 
company for all personnel (a service 
which is available in most cities 
across the country) solved Ansul’s 
problem. 
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concerning the switchboard operator’s abilities had been 
hasty, to say the least. Not the least enjoyable aspect of the 
training program from the viewpoint of secretarial and 
clerical personnel who attended was the fact that their bosses, 
since they had committed most of the errors, drew most of 
the tactful but firm recommendations for improvement. 

Even the maligned switchboard operator immediately 
noted some results beyond the executives’ concession that a 
large part of the telephone troubles had been their fault. 
For one thing, for a few days following the close of the 
training program, everybody in the company treated tele- 
phone callers with an old world courtesy that had more of 
Alphonse and Gaston about it than a modern business 
office. No one wanted to be the first to say “good-by,” and 
even after saying “good-by,” everybody concerned showed 
a strong reluctance to be the first one to hang up the 
receiver. These somewhat unforeseen results soon disap- 
peared, however, while the more positive benefits remained. 

No one in the whole company, Schlutter happily reports, 
ever wanders away from his telephone now after placing 
a long distance call without informing the switchboard 
exactly where he can be reached. 

It's an intangible program, Ansul officials feel, but defi- 
nitely a valuable one: everyone is now telephone conscious 
and making a conscientious effort to perform more efficiently 
on the phone. To insure that the impetus is not lost, the 
company plans to schedule a refresher course in telephone 
procedures within six months to a year. This follows too 
the recommendations of Wisconsin Telephone. 

Specific techniques adopted at Ansul following the tele- 
phone training program include: 

1. Identification by name and department, eliminating 
“hello.” 

2. Saying “good-by” to signify end of conversation. 

3, Answering ‘phone promptly—within ten seconds of 
first ring if at all possible. 

4. Explaining waits, so caller is not left dangling. 

5. Offering to take messages if callee is not in. 

6. Signalling the switchboard operator correctly (rhythmic 
up-and-down motion on hook), rather than fussy pecking 
or long deliberate pressing down of hook, which cuts off 
connection. 

7. Asking if it’s convenient to talk (a key point of cour- 
tesy commonly overlooked by ‘phone users who may be 
interrupting an important conference). 

8. Saying “thank you” and “you're welcome.” 

9, Replacing receiver gently. 

10. Conducting the ‘phone conversation with courtesy, 
tact, and interest in the caller’s message or problem. 

Best benefit of all, according to Schlutter, is a general 
recognition now among Ansul employees that the prime 
duty of the switchboard operator is to handle incoming 
calls, while servicing their outgoing calls is secondary. Real- 
izing this, they manage to be considerably more under- 
standing when telephone service doesn’t seem to be quite 
up to the par they're accustomed to on their individual 
dial phones at home, and the office atmosphere is generally 
more pleasant as a result. 

Almost equally pleasing, of course, to Ansul, is the fact 
that the entire program cost the company nothing. The 
entire survey was a free service given by the Wisconsin 
Telephone Company—a service which is duplicated by many 
other phone companies across the nation, and is available 
from the telephone people in almost any major city. 
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A QUICK GUIDE TO 


Greater Pencil Value 


Getting just the right pencil or eraser for each job saves time and 
trouble ...costs no more! Which should YOU be using? 


——— 
ee 


A. ARTISTS, ENGINEERS, DRAFTSMEN! 18 con- 
trolled degrees, plus superb smoothness makes 
Microtomic the choice of men at the board. Sci- 
entifically balanced for perfect control. 


. DISCRIMINATING PEOPLE choose Van Dyke 
for ultra-smoothness and its flat adjustable 
eraser, 


. WRITERS ATTENTION! The extra black, thick’ 


lead Ebony writes smoothly on any paper. Per- 
fect for quick memos, sketches and layouts too. 


PAPER-MATED ERASERS 


Van Dyke.. typists’ 
_ choice for soft surface let- 
terheads, tissues and car- 
bons. For harder surfaces 
use Comet. Both available 
with or without brush. 


Ruby firm and dura- 
ble for office forms. 
Erases black or col- 
ored pencil marks. 


Pink Pearl cleans as it 
erases. Exceptional 
quality removes black 
pencil marks without 
roughening paper. 


08 


“ey NOBLOT iN 


ope 00 OCANGHED REMY n r380 


‘etna Colorbrite 
an 


oA ed rT lorbrite lady 


ACCOUNTANTS prefer Thin-Rite for small, 
neat figures. Sharpens to a fine point and 
holds it! 


. A BOTTLE OF INK IN A PENCIL is safer and 


quicker to use. Noblo? satisfies legal require- 
ments as well as your personal convenience. 


. WRITES ON ANY SURFACE —glass, metal, plas- 


Star Plastic Type 
Cleaner removes 
dirt and ink from 
typewriter keys, of- 
fice machines, rub- 
ber stamps, etc. 
Nothing to spill, 
keeps hands clean. 


tic, cellophane, even movie films can be clearly 
marked with Marker poper-wrapped or me- 
chanical pencils. Popular colors. 


om 


Re-Nu is puper-> 
wrapped, self-sharp- 
ening. For correcting 
originals and carbons. 
With or without brush. 


Singlex, the giant 7- 
inch pencil-shaped 
eraser sharpens in a 
pencil sharpener. Ex- 
cellent for ink or type 
marks. With or with- 
out brush. v 


o> VINTE sinctex HAGA CALS 


BBERMARD 
RABER 


K PENCIL ~ FRERHARWD 


G. FOR WRITING, DRAWING, AND PAINTING! 
The miraculous Mongol Colored Pencils. 36 
colors, thin, strong indelible leads. Ideal for 
charts, maps and color visuals. 


H. OFFICE PEOPLE by the thousands use brilliant 
Colorbrite for permanent color. High visibility 
in any light, writes smooth as a black lead pen- 

4. cil. 26 colors. (J) Colorbrite leads in ‘see- 
thru” plastic barrels are also available, excellent 
if you prefer the mechanical type pencil. 


Uneaded Rubber picks 
up pastels, black lead 
or charcoal. Ideal on 
tissue thin surfaces. 


Save Time and 
Twine with Eberhard 
Faber Rubber Bands. 
Strong, clean, de- 
pendable, stretch 7 
times their length. 
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Chicago seminar, 


business show to 


be held in March 


GEORGE CLEMENTS, president of the Jewel Tea Com- 
pany, will be the keynote speaker at the opening of the 
12th Annual Seminar and Business Show sponsored by the 
Office Management Association of Chicago, March & through 
11. Both seminar and show will be held at the Conrad 
Hilton Hotel in Chicago. 


More than one hundred office equipment manufacturers 
and service companies have already leased al] available 
space in the hotel's exhibition hall, where the business show 
will be held, according to OMAC officials, 


They anticipate greater interest than ever betore in this 
year's show because of the increased emphasis on efficient 
management that has come with the tightening of the econ- 
omy. This will require the best utilization of the machine 
tools of industry, including those of the office, the show 
sponsors believe. 


“It is in the office that factory production begins and 


operations of all industry.” 


Se ic ae sea 


quality is controlled,” said Alfred H. Dorstewitz, OMAC 
president, “The manufacturers and users of office machines 
and equipment are aware that this industry is behind the 


The management seminar, to be held by OMAC in con- 
junction with Northwestern University, will have as its 
theme, “Modern Management Horizons,” and will cover 
management principles, modern methods, and human rela- 
tions. The seminar will run three days, March 8, 9, and 10, 
closing with a banquet on Wednesday evening, March 10. 

The business show, which will be held open for one 
additional day following the close of the seminar, is ex 
pected to draw 40,000 midwestern office executives, gov 
ernment officials, and industrial leaders, as well as a sizable 
contingent from Canada, 

The conference and business show will be the first major 
events of 1954 scheduled by the Chicago group, which cele- 
brated its 25th anniversary year in 1953, 


Exhibitors 


Accounting Forms, Ine. 

Acme Visible Record, Inc, 

Addressograph-Multigraph Corp, 

Allen Wales Adding Machine Agency 

All-Steel Equipment Ine. 

American Automatic Typewriter Co. 

American Perforator Co. 

American Photo Copy Equipment Co. 

Art Metal Construction Co. 

Bankers Box Co. 

Bircher Co. 

E. W. Boehm Co. 

Charles Bruning Co. Inc. 

Burroughs Adding Machine Cor 

Business Efficiency Aids 

Chart-Pak Ine. 

Chicago Dictating Machine Co. 

The Cincinnati Time Recorder Co. 

Clary Multiplier Corp. 

Commercial Controls Corp. 

E. Conway, Ine. 

R. Cooper Jr., Inc. 

Copy-Plus Sales & Service 

Ralph C. Coxhead Corp. 

Cummins Business Machine Corp. 

Curta Calculator Co. 

Davidson Corp,, c/o Mergenthaler 
Linotype Co. 

A. B. Dick Co. 

Dictaphone Corp. 

Dictating & Recording Co. 

Diebold, Inc. 

Ditto, Inc. 

Domore Chair Co., Ine. 
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Duplicopy Co. 

— A. Edison, Inc. Ediphone 
Div. 

Elliott Addressing Machine Co. 

Fototype Co. 

Friden Calculating Machine Co. 

General Fireproofing Co. 

Jos. Ginsburg, Ine. 

Gray Mfg. Co. (Gray Audograph) 

The Haloid Co. 

Harris-Seybold Co. 

Hush-A-Phone Corp. * 

illinois Duplicator Corp. 

International Business Machines Corp. 

Lee F. Kollie Associates, Inc. 

Le Febure Corp. 

Lincoln Radio & Television Corp. 

Marchant Calculators, Ine. 

Marr Duplicator Co., Inc. 

Marshall Field & Co. 

Marshall-Jackson Co. 

Master Addresser Co. 

McBee Co. 

MeCaskey Systems Lid. 

J. Curry Mendes Corp. 

Minnesota Mining & Mfg. Co. 

Monroe Catculating Machine Co., Ine. 

The Mosler Safe Co, 

Multistamp Co., Inc. 

Muzak Corp. 

National Calculating Service, Inc. 

National Cash Register Co. 

Office Equipment of Chicago 

Olivetti Corp. of America 


OFFICE MANAGEMENT 


Ozalid Corp. (Div. General Aniline 
& Film Corp.) 
Photostat Corp. 
Pitney-Bowes, Inc. 
Precision Mfg. Co. 
Private-Tele-Communications, Ine. 
Keceordak Corp. 
Records Controls 
Remington Rand Ine. 
(Adding-Caleulating Machines Div.) 
Rex-O-Graph, Ine. 
Rol Dex Div., Watson Mfg. Co., ine. 
Royal Typewriter Co., Ine. 
Seribe Corp. ? 
Security Steel Equipment Corp, 
Shaw-Walker Co. 
Simplex Time Recorder Co. 
Spak & Natovich 
Standard Duplicating Machine Co. 
Standard Manifold Co. 
Statistical Tabulating Co. 
Stenographie Machines 
Stivers Office Service 
Tallman, Robbins & Co. 
Temperature Equipment Corp. 
Tiffany Stand Co.. Ine. 
The Todd Co., Ine. 
Transo Envelope Co, 
Triner Sales Co., Ine. 
Underwood Corp. 
Victor Adding Machine Co. 
Weber Addressing Machine Co. 
Wheeldex-Simpla Chicago Co. 
Workman Service, Inc. 
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FROM a luncheon group in a Chicago restaurant to a 
national membership of 4,000 in a little more than four years 
is quite a goal for any group to set itself—but the National 
Machine Accountants Association expects to have achieved 
it by June of this year. 

One of the fast growing, dynamic membership groups in 
the office management field, the NMAA was first planned 
around the luncheon table in Chicago in the fall of 1949 
by a group of machine accountants who felt the need for 
a professional association for their relatively new calling. 
From this luncheon conference and several subsequent 
planning meetings, the Machine Accountants Association 
of Chicago was born. 

Robert L. Jenal, of the Toni Company, was elected the 
first president of the new group early in 1950 and during 
his term of office, membership in the Chicago association 
grew to 100. 

By July, 1950, the local association had progressed to the 
point where it could begin publishing its own periodical, 
“The Hopper.” Edited by Charles H. Johnson, of Com- 
merce Clearing House, Inc., the association’s vice president, 
this began as a quarterly publication and is now a monthly. 

During 1950 and 1951, the parent group in Chicago ac- 
tively assisted the organization of local Machine Account- 
ants Associations in a number of other cities, including 
New York, St. Louis, Boston, Detroit, Milwaukee, Kansas 
City, Los Angeles, and San Francisco. 

But all of these groups remained small autonomous or- 
ganizations, and did not work together as one unit on the 
national level. Again the parent group in Chicago took the 
lead, and after nearly a year of planning, the plans material- 
ized in the first national conference of the National Ma- 
chine Accountants Association, held in Chicago, September 
21 and 22, 1951. 

The national conference, attended by approximately one 
hundred delegates from 14 local associations in this country 
and Canada, gave life to the projected National Association. 


Gordon C. Couch, 
president of the 
NMAA, is director 
of the Machine 
Recording and 
Computing Actu- 
arial Department, 
John Hancock 
Matual Life In- 
surance Co., Bos- 
ton, Mass. 


National Machine Accountants Association 
reports record four-year growth 


by Gordon C. Couch 


National by-laws and standing rules were adopted, and 
committees formed to carry on the business of the national 
group, until permanent officers could be elected at its first 
annual national convention. 

This was held in Minneapolis in June, 1952, and attracted 
450 machine accountants from all parts ot the United States 
and Canada, including delegates from each of the twenty 
chapters then in existence. The first permanent officers of 
the new organization were elected and seated, and the 
standing committees of the group created. 

The rapid growth of the organization since then, sym- 
bolizing the growth in importance of machine accounting 
techniques, is indicated by the fact that at the second annual 
convention of the NMAA, held in Milwaukee, Wisconsin, 
in June of last year, the number of registrations was 946— 
more than double the first convention registrations. The ac- 
ceptance of the 55th chapter by the national association at 
this convention more than doubled the number of active 
chapters over the previous year’s total. 

By the 1954 convention, which will be held in Cleveland, 
Ohio, in June of this year, the NMAA confidently hopes to 
have 75 chapters on its roster, with a total membership of 
more than 4,000. 

Attendance at the Cleveland Convention is expected to 
reach 1,500, according to NMAA officers. 

Stated purposes of the NMAA are: 

1. Development of better understanding of the nature and 
functions of punched card machine accounting. 

2. Promotion of sound general principles and the study 
and improvement of technical methods. 

3, Study and development of improvements in equipment 
related to punched card machine accounting. 

4. To collect and disseminate all fundamentally sound 
punched card machine accounting principles. 

5. To foster among executives, the public, and members, 
a better understanding of the vital role of punched card 
machine accounting and the proper relationship thereof to 
management. 

In addition, the organization has created a Code of Ethics 
for the profession, which individuals joining the association 
must agree to support. 

President of the National Association is Gordon C. Couch, 
of the John Hancock Mutual Life Insurance Company, 
Boston, Mass.; and the executive vice president is Richard 
L. Irwin, U. O. Colson Co., Peoria, Il]. National vice presi- 
dents are: Robert O. Cross, Southern California Edison 
Co., Los Angeles, Cal.; Charles H. Johnson, Commerce 
Clearing House, Chicago; Donald L. Gerighty, Aeroquip 
Corp., Jackson, Mich.; James R, Perrin, Cone Mills, Greens- 
boro, N. C.; and Andrew Grant, Clark Controller Co., 
Cleveland. 

The secretary of the national organization is Don A. 
Tallucci, The Maccabees, Detroit; and the treasurer is A. C. 
Brown, The Schlumberger Well Surveying Co., Houston, 
Texas. 
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IMPORTANT 
LETTERS. .. to /mportant People 


pression is vital. Letters typed on an 
outstanding in appearance. 


A good first im 
Typewriter are 


IBM Exe cutive 


Easy reading is essential. Research shows IBM type faces 
are "superior" in readability. 


Successful letters get action ond response. Depend on the 
hat your letters say! 


IBM to win attention to w 


Ak 
ne move are samples of three of the 
ve available Executive type faces 


You can SEE 
piecing wea Papa Standard typewriters give th 
ae a ned hates letter regardless of the width « tthe 
, , ! ecutive, each le of the 
width ’ ch letter tak ; 
requires. Don’t your letters pean han a ts 
. ve. typing? 


IBM 
a owners 


®Trade Marks 
Februa INTERNAT 
ry, 1954 OFFICE MANAGEMENT IONAL BUSINESS MACHINES ¢ 590 Madi 
Avenue, New York 
22, N. Y. 
41 
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Tools of the Office 


Addressing Equipment—Typewriters 
Copy Holders—Mailroom Equipment 


Manufacturers’ List on Page 62 


Weber No. A-3 addressing machine 


Addressograph-Multigraph Corp. 
The newest machine in this com- 
pany’s line of addressing equipment is 
the model No. 1937 form writer and 
printer, which is shown at the left. 

Description. This machine combines 
addressing functions with a number of 
other operations. It is particularly in- 
tended for printing business forms in 
combination with addresses and repeti- 
tive information. 

In a typical operation, blank paper 
stock, in sizes up to 11 by 20 inches, is 
fed into the machine. Addressograph 
plates then print the customer's name 
and address, together with any other 
information on the plate. As the paper 
advances, the desired business form, 
properly registered with respect to the 

Addressograph-Multigraph No. 1937 form writer and printer previous printing, is printed on the 
paper. Then, if desired, horizontal or 
vertical perforation, or both, is done 
while the sheet moves to the hopper. 

Dates, numbers, signs, and other in- 
formation can be printed without ad- 
ditional handling. If desired, the Ad- 
dressograph unit can be operated sep- 
arately, performing all standard ad- 
dressing and other Addressograph 
functions. 

Addresses are printed from plates 
previously embossed on graphotype ma- 
chines. The company states that these 
plates never wear out and may be used 
indefinitely. The business forms, which 
may be easily interchanged, are printed 
from rubber printing plates. All print- 
ing and perforating is accomplished in 
one cycle of the machine. 

The manufacturer states that the ma- 
chine has a speed of 6,000 an hour, and 
a production speed of from 3,000 to 
4,000 per hour. This is based on a 
speed of 27,000 lines of 40 characters 
a line each hour. The machine is fed 
by either suction or friction. 
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The manufacturer claims that this 
method eliminates the obsolescence of 
printed forms, reduces order and in- 
ventory paper work, and avoids shelf 
damage to previously printed matter. 
The forms are printed only as needed. 

The company also produces a variety 
ot other equipment, including the tape- 
operated graphotype machine pictured 
on page 41 of the January issue of 
Office Management. This was one of 
six new machines introduced at the 
National Business Show in New York 
during October. 

Price. Of the No. 1937 form writer 
and printer, approximately $5,000. 

Delivery. Eight months. 


The Heyer Corp. 

Heyer’s No. 100 “Portable Address- 
er” appears in an illustration at the 
right. 

Description. This is a small, manual- 
ly operated device which makes use of 
the spirit principle of duplication. The 
master list of addresses is typed or 
written on a roll from which one hun- 
dred or more impressions can be taken. 
The master roll is loaded into the ad- 
dresser in the manner in which film 
is loaded into a camera. It is advanced 
by turning the roller knob, and the 
address is imprinted manually on any 
material desired. There is thus no 
limit to the size, shape, or thickness of 
material which may be addressed. 

A master roll holds up to 250 ad 
dresses. The company states that the 
cost of addressing is six cents per thou- 
sand names. The unit can be operated 
with one hand. 

Price. $10.95, including supplies. 

Delivery. Immediate. 


Master Addresser Co. 

Master Addresser’s foot-operated No. 
40-H_ addressing machine appears in 
a photograph on this page. 

Description. Addressing equipment 
manufactured by this company makes 
use of the liquid duplicating process. 
The model illustrated is mounted on 
a heavy duty stand and is equipped 
for foot operation. 

Masters are prepared on the type- 
writer and are usable for about 50 im- 
pressions on the average. The master 
tape advances automatically from one 
address to the next with each impres- 
sion. The equipment is hand operated 
and the manufacturer estimates its 
speed at 1,200 to 2,000 per hour. It 
can address items of almost any size, 
up to a maximum thickness of one- 
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quarter of an inch, 

The company also makes two hand- 
operated models, These are similar, 
except that their estimated output is 
between 800 and 1,200 per hour. 

Prices. Of the model No. 40-H, 
$99.50, plus tax; of the hand-operated 
models, $24.50 and $44.50. 

Delivery. Immediate. 


Nettle Mfg. Co. 

Nettle’s “A-dress-R, Jr.” appears in 
an illustration at upper right. 

Description. The A-dress-R, Jr. is a 
desk-top model machine which ad- 
dresses material by the use of a metal 
plate printing through a ribbon, Speed- 
aumat plates, embossed on a grapho- 
type machine, are used. The manufac- 
turer states that thousands of impres- 
sions can be made from a plate with- 
out wearing it out, 

The machine is hand fed; the hop- 
per holds 45 nameplates. Single plates 
may be inserted and plates may be 
repeated or may be changed by push- 
ing on the plunger. Used plates are 
ejected in their original order into a 
lower hopper. The estimated rate of 
operation is 1,000 impressions an hour, 
with a possible upper limit of 2,000. 

Material to be addressed may be of 
any size up to 9 by 12 inches. Im- 
pressions simulate typewriting and may 
be made in black or in any of a variety 
of colors. Carbon copies of the impres- 
sions can be made at the same time. 
Slugs giving dates and other informa- 
tion can be snapped on if desired. 

The A-dress-R is 18 inches long, 7 
inches wide, and 7 inches high. It has a 
cast iron body and handle, and weighs 
23 pounds, packed. 

The company also produces the mod- 
el 200, which uses B frames and plates, 
and the model 400, which uses B 
frames and is equipped with a manual 
plate feed and an automatic ribbon 
wind and reverse. 

Price. $65, plus $3.90 Federal excise 
tax. Prices are slightly higher west 
of the Mississippi. 


Scriptomatic, Inc. 

A picture of one of the “400” series 
of Scriptomatic consecutive imprinters 
appears opposite. This is the model 
No. 402. 

Description. This is a large power- 
driven unit using two electric motors 
of 1 H.P. and %4-H.P., operating on 
110-220 A. C. 

The master list of addresses is in the 
form of a continuous fan-fold paper 
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Heyer No, 100 “Portable Addresser” 


Master Addresser No. 40-H 
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Next Month: 


Duplicating Machines 


master, pin-feed controlled. Masters 
may be prepared on typewriters, busi- 
ness machines, by hand or by any im- 
pression-type printing instrument. A 
chemical transfer process is used. Ap- 
proximately 50 impressions may be 
taken from a master, and, in some cases, 
up to 200 impressions are possible, The 
machine speed is 6,000 per hour. 

Copy to be addressed is picked up 
by a vacuum foot and fed to a chain 
ytipper. The gripper moves it through 
rollers, which moisten it, to a point 
where it may be brought in contact 
with the master, Both the gripper and 
the master move intermittently, so that 
the impression is made while both are 
stationary. Printing is done by press- 
ing the copy against the master between 
4 reciprocating pressure roller and a 
stationary anvil. The copy is then 
advanced either to shingle delivery or a 
pile stacker. 


RITE-LINE COPYHOLDER 
Promotes Accuracy - Increases Production 


PRICE INCLUDING 
NEW Telescopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 


tape to 20 inches. 


. -}y"°—_——_4 


; ; 


EYEGUIDE CONTRACTED 


EYEGUIDE EXTENDED 
PREE TRIAL OFFER Write, asking us to send you o 
RITE-LINE Copyholder with the understanding you moy 
return it without chorge within ten doys. 


RITE-LINE CORP, '025—15m Sires, WW. 
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Master forms may be from 4 to 10%; 
inches in width. As designed, the ma- 
chine accepts copy up to 5 by 94% 
inches, but with special changes, copy 
up to 14 inches in width can be accom- 
modated, 

Dimensions of this imprinter are: 
height, 50 inches; width, 37 inches; 
length, 73 inches. It weighs 1,700 Ibs. 

Special features of the machine are a 
pile leveling device which automatically 
compensates for uneven thickness of 
copy, an automatic cut-off to stop the 
machine when the copy supply is ex- 
hausted, and a detector to prevent the 
advance of the master should copy fail 
to feed. 

Scriptomatic manufactures — several 
models in the “400” series, as well as 
the smaller Nos. 201 and 302, and a 
small hand model called the “Scripto- 
graph.” 

Price. From $12,000 to $15,000. 

Delivery. Immediate. 


Weber Addressing Machine Co. 

Weber's model A-3 appears in an il- 
lustration on page 42. 

Description. The No, A-3 operates 
on the liquid principle of duplication. 
It uses a master prepared on paper 
tape, which is advanced automatically 
after each impression. Masters are eas- 
ily prepared on the typewriter. From 
50 to 100 copies may be made from one 
master. The manufacturer states that 
the machine can turn out from 1,500 
to 2,000 addressed pieces an hour. 

The machine can accommodate copy 
ranging in thickness from tissue weight 
to one inch. It has a transparent pres- 
sure bar so the operator can see the 
name being printed. Another feature 
is an automatic ejector, which auto- 
matically throws each addressed item 
into a tray. 

The model A-3 occupies about the 
same space as a typewriter. 

Price. $114.22, including supplies 
for a 500-name list. 

Delivery. Immediate. 


Typewriters 


R. C. Allen Business Machines, 
Inc. 

R. C. Allen manufactures two lines of 
typewriters, the “700” or “VisOmztic” 
line, and a lower priced “600” or 
“R. C.” line. The No. 711 VisOmatic 
standard model is pictured on page 46. 

Type of Machine. Standard. 
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Operation. Manual. 

Type Faces. Pica or elite; single or 
double case, in a variety of type faces. 
Carriage Length, Eleven inches. 

Margin Setting. The margin setting 
mechanism is described as “visible and 
automatic.” On the left side of the 
machine is a key for setting the left 
margin. When the carriage is posi- 
tioned at the desired margin, this key 
is depressed. The margin is thus set 
automatically. Alternatively, the key 
may be pressed while the carriage is 
being moved into place, and the margin 
will be set at the point where the key 
is released. A corresponding key is 
provided for the right margin. 

Tabulation. Tab stops are set by 
means of a key on the face of the ma- 
chine. Stops may be cleared individu- 
ally by the use of a similar key, or 
in groups by depressing the key and 
moving the carriage. 

Other Features. The “Quick-Switch” 
platen is designed so that it can be 
changed in a matter of seconds, The 
keytops are broad and concave, and 
the back-space and tab keys are larger 
than the letter keys. The keys them- 
selves may be individually “tuned” to 
keep key tension in balance. A special 
card and label holding platen can be 
used for typing on tags or other stiff 
papers. If desired, extra keys can be 
ordered. 

Other Models. The VisOmatic line 
includes six models with carriages hav- 
ing up to 26-inch paper capacity. 
The R. C. line consists of several 
standard machines with fewer special 
features than the VisOmatic models. 

Price. Of the model No. 711, illus- 
trated, $169.50 list. 

Delivery. Immediate. Orders for 
extra keys, special type faces, etc., re- 
quire extra time. 


Commercial Controls Corp. 

This company is the manufacturer of 
the “Flexowriter” line of machines, 
which, in addition to standard typing, 
are equipped to perform such addition- 
al functions as punching and reading 
tapes and which can be used in con- 
nection with tape-to-card punches, tele- 
typewriters, etc. The model FPC-8A ap- 
pears in an illustration on page 46. 

Type of Machine. Automatic. It can 
be operated either by a punched tape, 
or by manual typing on the electrified 
keyboard. 
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Visomatic Margin 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 


oer More Value, More Advanced — 
“memes features, More Typing Ease 


appearance. 


Feature for feature, the All-New R. C. Allen VisOmatic gives 
you more than ever before ... more output... more typing ease 
...more efficiency. And this highly versatile deluxe machine 
costs no more than ordinary standard typewriters. Try the 
All-New R, C. Allen VisOmatic typewriter first — See how 
quickly it proves itself in your office. The beautiful Mist Gray 


New Line Space Mechanism color styling harmonizes with every office color scheme. 
Line spacing as simple as 1-2- 
3. Change from single to double 


paar hg aa wae Stent QUICK-SWITCH PLATEN In less than ten seconds you can change 
, from the standard platen to a platen 
' i ra eaten y i) fa for stencil cutting, or to one for mak- 
’ ’ IM co : ; ing multiple-copy manifests, or for any 
ee i tik other specialized job. A touch on the 
release lever and out comes the cylin- 
der ... in seconds! No inky fingers, 
no lost time, no complicated procedure. 
Platen snaps into position just as fast. 
Your R. C. Allen dealer is listed in the 
yellow pages of your phone book. 
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Full-View Tab Control Panel 

Easy-to- h tab set and tab K 

amy thas ake ok ae + Write for full details in colorful FREE literature tode 
tips. You can clear all or any a la ~* 
es es er te” R.C All en Business Machines, Inc. 


680 Front Ave 
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Commercial Controls’ Flexowriter 


Operation. Electric, using 115 V, 
) cycle AC current. 

Type Faces. Various type styles are 
available. Pica and elite sizes are most 
commonly used. Single case and double 
case keyboards are offered. 

Carriage Length. Twelve inches, 
taking paper 11 inches wide. Maxi- 
mum line length is 9. inches. Sixteen 
and 20-inch carriages are available. 

Margin Setting. Manual, 

Tabulation, Manual. 

Other Features. The model FPC-8A 
is equipped with both a tape punch 
and a tape reader. The punch can be 
turned on or off as desired so that 
all or any part of a typed document 
may be coded. Since the tape is punched 
simultaneously with the typing of the 
original document, no special operation 
is required for punching. The tape may 
be used with such a machine as IBM's 
Type 46 Tape-To-Card Punch, or with 
the Flexowriter itself to produce dupli- 
cate copies. It can also be used to 
punch duplicate or revised tapes. The 
tape punch can operate at a speed of 
853 codes per minute, and the reader 
can sense 572 codes (approximately 
100 words) per minute for automatic 
typing. The tape is one inch wide and 
can be punched with eight channels, 
10 codes per linear inch, Pin feed plat- 
ens can be ordered, 
are also available. 

Other Models. The model FTM can 
be used to transmit and receive mes 
sages in the manner of a teletypewriter, 
in addition to punching and reading 
tape. Other Flexowriters with varying 
capacities are also available. 

Delivery. In 9 days. 


Other accessories 


Royal's model HH 


Remington Rand’s “Dual-Rite” 


Ralph C. Coxhead Corp. 

The Ralph C. Coxhead Corp., maker 
of the “Vari-Typer” line of justifying 
and composing typewriters, is now of- 
fering an office type composing ma- 


chine called the “Composomatic,” 
model DSJ. It is pictured below. 

Type of Machine. This is a special 
machine with interchangeable type 
faces, designed to prepare justified 
copy for reproduction by such methods 
as photo-offset and direct-to-plate lith- 
ography. 

Operation. Electric or manual. 

Type Faces. Type is available in 300 
styles and sizes. In each case, the com- 
plete font consists of ninety characters, 
including upper and lower case letters, 
numerals, punctuation marks, and, in 
addition, fractions, ligatures (letters 
“tied” together, such as “ff” or “fi’), 
and commonly used symbols, Match- 
ing italic fonts are obtainable. Foreign 
language, mathematical, and _ scientific 
symbols are available. Each character 
is allowed a space appropriate to its 
width. Fonts are easily interchanged; 
a complete font is contained on a small 
arc of a cylinder, which may be slipped 
into or out of position, according to 
the manufacturer, “with the rapidity 
and simplicity of changing blades in 
a safety razor.” Two fonts can be in- 
stalled at a time, such as the Roman 
and italic fonts for a given style. The 
desired font is selected by a half-turn 
on a control knob. 

Carriage Lengths. Up to 24 irches. 

Margin Setting. Automatic, with 
provisions for justifying the margins, 
by automatically calculating the space 
required between words to even out 


Coxhead’s ““Composomatic” 


Halda’s “Star” typewriter 


the length of the lines. 

Other Features. A push button con- 
trol is provided to rule lines of any 
desired length automatically, and lead- 
er-line dots and dashes can be printed 
similarly. 

Other Models. The company con- 
tinues to manufacture its Vari-Typer 
line, including the new “Stencil-Writer” 
which was pictured on page 64 of the 
August issue of Office Management, 
and the “Headliner,” a photo-compos- 
ing machine for the composition of 
large headlines, 

Delivery. Immediate. 


Facit, Ine. (Halda) 

Facit is the U.S. distributor of the 
Swedish -made Halda “Star”  type- 
writer, which is pictured above. 

Type of Machine. Standard. 

Operation. Manual. 

Margin Setting. Margins are set, re 
set, or cleared by “Mar-Jet” margin 
levers. 

Tabulation, Five tabulator keys are 
provided for statistical work, in addi 
tion to standard tabulation. 

Other Features. The carriage is ot 
aluminum; the “Contour Keys” are of 
plastic and shaped to the fingertips. 
Extra keys are provided for extra sym 
bols, according to the needs of the 
purchaser. The carriage and keyboard 
are synchronized to assure uniform 
type spacing in spite of variations in 


the operator’s typing rhythm. 


Intercontinental Trading Corp. 
(Olympia) 

The Olympia is an imported ma- 
chine manufactured 


in the Western 


R. C. Allen’s No. 711 “VisOmatie” 
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Hermes model 2000 


Zone of Germany at Wiihelmshaven. 
The model SM3 is pictured on page 43. 

Type of Machine. Portable. 

Operation. Manual. 

Type Faces. In addition to elite and 
pica styles, larger Roman and _ italic 
faces are available. Book style is also 
offered. 

Carriage Length. The paper width 
capacity is 9% inches, 

Margin Setting. The margin stops 
are set manually. They are placed just 
above the platen, where they are easily 
seen, and are provided with a space 
scale for convenience in determining 
the margins. 

Tabulation, Tab stops are set manu- 
ally. The stops ride on a bar behind 
the paper table. 

Other Features. The machine has an 
automatic paper feed and, at the rear, 
a paper support which is automatically 
released by a button to prevent paper 
from folding down over the back of 
the machine. The space bar advances 
the carriage half a space on depression, 
the other half when released. This 
permits convenient half-spacing. In 
addition, the machine has provisions 
for accurate vertical half-spacing such 
as might be required in positioning 
subscripts or superscripts (as in H,O 
or x*y). The “finger-form” keys are 


Funk “Cop-E-Eez” copy holder 


February, 1954 


internally sprung for comfort. 
Price. $89.50. 
Delivery. Immediate. 


International Business Machines 
Corp. 

IBM’s “Executive” electric typewrit- 
er, model No. 4, is shown on this page. 

Type of Machine. While this model 
is designed to accomplish standard of 
fice work, it is also especially equipped 
to prepare justified copy. 

Operation. Electric. 

Type Faces. Twelve different type 
styles are available. 

Carriage Length. Carriages are avail- 
able in 12-, 16-, and 20-inch lengths. 

Margin Setting. Margins are set by 
means of a key on the keyboard. 

Tabulation, Tab stops are set and 
cleared electrically by means of keys 
on the keyboard. 

Other Features, This machine makes 
use of the “IBM proportional spacing 
principle,” which provides an amount 
ot space for each character which varies 
with and is appropriate to the width 
of the character. It also is equipped 
with an automatic “word expander,” 
and can prepare copy justified wo give 
even margins on both sides. 

The keyboard is described by the 
manufacturer as “speed-leveled.” The 
platen is adjustable to permit prepara- 
tion of multiple carbon copies, and the 
machine also has an adjustable impres- 
sion indicator, The typewriter can be 
provided with a fabric ribbon with 
an electric rewind or with a carbon 
paper ribbon. Special keys and change 
able type bars can be ordered. 

This model is normally finished in 
grey with navy blue keys, but six other 
color combinations are also offered. 

Other Models. 1BM’s model No. 1, 
the standard electric machine, is avail- 
able with carriage lengths from 12 to 
30 inches. It has many of the features 
of the Executive model but it cannot 
prepare justified copy. As many as 33 
different type styles are available, An- 
other IBM model, also electric, is 
equipped with decimal tabulation, and 
the model No. 6, the electric “Forms- 
writer” is designed for work with con 
tinuous forms. The formswriter can 
be equipped with a pin feed platen 
designed for accurate registration of 
continuous, marginally punched forms. 

Prices. All prices vary upward from 
the figures given, depending on option- 
al features, The list prices are: of the 
model No. 4, illustrated, from $550; 
of the model No. 1, from $375; of the 
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Rite-Line 


copy holder 
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Duplicating Machines 


master, pin-feed controlled. Masters 
may be prepared on typewriters, busi- 
ness machines, by hand or by any im- 
pression-type printing instrument. A 
chemical transfer process is used. Ap- 
proximately 50 impressions may be 
taken from a master, and, in some cases, 
up to 200 impressions are possible, The 
machine speed is 6,000 per hour. 

Copy to be addressed is picked up 
by a vacuum foot and fed to a chain 
uripper. The gripper moves it through 
rollers, which moisten it, to a point 
where it may be brought in contact 
with the master. Both the gripper and 
the master move intermittently, so that 
the impression is made while both are 
stationary, Printing is done by press- 
ing the copy against the master between 
4 reciprocating pressure roller and a 
stationary anvil. The copy is then 
advanced either to shingle delivery or a 
pile stacker, 


RITE-LINE COPYHOLDER 
Promotes Accuracy - Increases Production 


PRICE INCLUDING 
NEW reLescopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a machine 
tape to 20 inches. 


. we— — 


7 


EYEGUIDE CONTRACTED 


— 


. ; , 
EYEGUIDE EXTENDED 


PREE TRIAL OFFER Write, osking us to send you o 
RITE-LINE the 


Copyholder with the understanding you moy 
return it without charge within ten days. 


RITE-LINE CORP, '025—150 Street, Nw. 
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Master forms may be from 4 to 104 
inches in width. As designed, the ma- 
chine accepts copy up to 5 by 9) 
inches, but with special changes, copy 
up to 14 inches in width can be accom- 
modated, 

Dimensions of this imprinter are: 
height, 50 inches; width, 37 inches; 
length, 73 inches. It weighs 1,700 lbs. 

Special features of the machine are a 
pile leveling device which automatically 
compensates for uneven thickness of 
copy, an automatic cut-off to stop the 
machine when the copy supply is ex- 
hausted, and a detector to prevent the 
advance of the master should copy fail 
to feed. 

Scriptomatic manufactures several 
models in the “400” series, as well as 
the smaller Nos. 201 and 302, and a 
small hand model called the “Scripto- 
graph.” 

Price. From $12,000 to $15,000. 

Delivery. Immediate. 


Weber Addressing Machine Co. 

Weber's model A-3 appears in an il- 
lustration on page 42. 

Description, The No. A-3 operates 
on the liquid principle of duplication. 
It uses a master prepared on paper 
tape, which is advanced automatically 
after each impression, Masters are eas- 
ily prepared on the typewriter. From 
50 to 100 copies may be made from one 
master, The manufacturer states that 
the machine can turn out from 1,500 
to 2,000 addressed pieces an hour. 

The machine can accommodate copy 
ranging in thickness from tissue weight 
to one inch. It has a transparent pres- 
sure bar so the operator can see the 
name being printed. Another feature 
is an automatic ejector, which auto- 
matically throws each addressed item 
into a tray, 

The model A-3 occupies about the 
same space as a typewriter. 

Price. $114.22, including supplies 
for a 500-name list. 

Delivery. Vmmediate. 


Typewriters 


R. C. Allen Business Machines, 
Inc. 

R. C, Allen manufactures two lines of 
typewriters, the “700” or “VisOmatic” 
line, and a lower priced “600” or 
“R. C.” line. The No. 711 VisOmatic 
standard model is pictured on page 46. 

Type of Machine. Standard. 


OFFICE MANAGEMENT 


Tools of the Office 


Operation. Manual. 

Type Faces. Pica or elite; single or 
double case, in a variety of type faces. 
Carriage Length, Eleven inches. 

Margin Setting. The margin setting 
mechanism is described as “visible and 
automatic.” On the left side of the 
machine is a key for setting the left 
margin. When the carriage is posi- 
tioned at the desired margin, this key 
is depressed. The margin is thus set 
automatically, Alternatively, the key 
may be pressed while the carriage is 
being moved into place, and the margin 
will be set at the point where the key 
is released. A corresponding key 1s 
provided for the right margin. 

Tabulation. Tab stops are set by 
means of a key on the face of the ima 
chine. Stops may be cleared individu- 
ally by the use of a similar key, or 
in groups by depressing the key and 
moving the carriage. 

Other Features. The “Quick-Switch” 
platen is designed so that it can be 
changed in a matter of seconds. The 
keytops are broad and concave, and 
the back-space and tab keys are larger 
than the letter keys. The keys them- 
selves may be individually “tuned” to 
keep key tension in balance. A special 
card and label holding platen can be 
used for typing on tags or other stiff 
papers. If desired, extra keys can be 
ordered, 

Other Models. The VisOmatic line 
includes six models with carriages hav- 
ing up to 26-inch paper capacity. 
The R. C. line consists of several 
standard machines with fewer special 
features than the VisOmatic models. 

Price. Of the model No. 711, illus- 
trated, $169.50 list. 

Delivery. Immediate. Orders for 
extra keys, special type faces, etc., re- 
quire extra time, 


Commercial Controls Corp. 

This company is the manufacturer of 
the “Flexowriter” line of machines, 
which, in addition to standard typing, 
are equipped to perform such addition- 
al functions as punching and reading 
tapes and which can be used in con- 
nection with tape-to-card punches, tele- 
typewriters, etc. The model FPC-8A ap- 
pears in an illustration on page 46. 

Type of Machine. Automatic. It can 
be operated either by a punched tape, 
or by manual typing on the electrified 
keyboard. 
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R. C.All 1 VisOm alic 


_  - 


with 
Exclusive 


VISOMATIC 
MARGIN 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 
margins spring into place au- 
tomatically. Stop indicators on 
easy-to-read scale show exact 
position. Permits neater letter 
appearance. 


New Line Space Mechanism 


Line spacing as simple as 1-2- 
3. Change from single to double 
to triple space with instant 
adjustment. 


Full-View Tab Control Panel 


Easy-to-reach tab set and tab 
clear keys are at your finger- 
tips. You can clear all or any 
selected tabs at one touch. 


TYPEWRITER 


Feature for feature, the All-New R. C. Allen VisOmatic gives 
you more than ever before... more output... more typing ease 
..- more efficiency. And this highly versatile deluxe machine 
costs no more than ordinary standard typewriters. Try the 
All-New R. C. Allen VisOmatic typewriter first — See how 
quickly it proves itself in your office. The beautiful Mist Gray 
color styling harmonizes with every office color scheme. 


QUICK-SWITCH PLATEN In less than ten seconds you can change 


from the standard platen to a platen 
for stencil cutting, or to one for mak- 
ing multiple-copy manifests, or for any 
other specialized job. A touch on the 
release lever and out comes the cylin- 
der ... in seconds! No inky fingers, 
no lost time, no complicated procedure. 
Platen snaps into position just as fast. 
Your R. C. Allen dealer is listed in the 
yellow pages of your phone book. 


ote - 


rite for full details in colorful FREE literate Pt 
~ R.C.Allen Business Machines, Inc. 
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Commercial Controls’ Flexowriter 


Operation. Electric, using 115 V, 
0) cycle AC current. 

Type Faces. Various type styles are 
available. Pica and elite sizes are most 
commonly used. Single case and double 
case keyboards are offered. 

Carriage Length. Twelve inches, 
taking paper 1] inches wide. Maxi- 
mum line length is 914 inches. Sixteen 
and 20-inch carriages are available. 

Margin Setting. Manual. 

Tabulation, Manual. 

Other Features. The model FPC-8A 
is equipped with both a tape punch 
and a tape reader. The punch can be 
turned on or off as desired so that 
all or any part of a typed document 
may be coded. Since the tape is punched 
simultaneously with the typing of the 
original document, no special operation 
is required for punching. The tape may 
be used with such a machine as IBM's 
Type 46 Tape-To-Card Punch, or with 
the Flexowriter itself to produce dupli- 
cate copies. It can also be used to 
punch duplicate or revised tapes. The 
tape punch can operate at a speed of 
853 codes per minute, and the reader 
can sense 572 codes (approximately 
100 words) per minute for automatic 
typing. The tape is one inch wide and 
can be punched with eight channels, 
10 codes per linear inch, Pin feed plat 
ens can be ordered, Other accessories 
are also available. 

Other Models. The model FTM can 
be used to transmit and receive mes 
sages in the manner of a teletypewriter, 
in addition to punching and reading 
tape. Other Flexowriters with varying 
capacities are also available. 

Delivery, \n 90 days. 


Royal's model HH 


rr ~ 


Remington Rand’s “Dual-Rite” 


Ralph C. Coxhead Corp. 

The Ralph C. Coxhead Corp., maker 
of the “Vari-Typer” line of justifying 
and composing typewriters, is now of- 
fering an . 
chine ca 


machine 
faces, de 
copy for 
as photo- 
ography. 
Operati 
Type F 
styles and 
plete font 
including 
numerals, 
addition, 
“tied” to 
and comt 
ing italic 
language, 
symbols a 
is allowec 
width. F 
a complet 
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the manu 
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stalled at a oume,-sucn as wie norman 
and italic fonts for a given style. The 
desired font is selected by a half-turn 
on a control knob. 
Carriage Lengths. Up to 24 inches. 
Margin Setting. Automatic, with 
provisions for justifying the margins, 
by automatically calculating the space 
required between words to even out 


Coxhead’s ““Composomatic” 


Halda’s “Star” typewriter 


the length of the lines. 

Other Features. A push button con- 
trol is provided to rule lines of any 
desired length automatically, and lead- 


MIS 


purenasers-9rne carriage ana Keyooaru 
are synchronized to assure uniform 
type spacing in spite of variations in 


the operator's typing rhythm. 


Intercontinental Trading Corp. 
(Olympia) 

The Olympia is an imported ma- 
chine manufactured in the Western 


R. C. Allen’s No. 711 “VisOmatic” 
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as might be required in positioning 
subscripts or superscripts (as in Hy,O 
or x*y). The “finger-form” keys are 
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internally sprung for comfort. 
Price. $89.50. 
Delivery. Immediate. 


International Business Machines 
Corp. 
IBM’s “Executive” electric typewrit- 
er, model No. 4, is shown on this page. 
Type of Machine. While this model 
is designed to accomplish standard of 
tice work, it is also especially equipped 
to prepare justified copy. 
Operation. Electric. 
Type Faces. Twelve different type 
-A ‘hoe 
arriages are avail- 
Oinch lengths. 
ifgins are set by 
t keyboard. 
Ops are set and 
means of keys 


s machine makes 
yortional spacing 
vides an amount 
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also is equipped 
word expander,” 
justified wo give 
; sides. 
lescribed by the 
dleveled.” The 
permit prepara- 
1 copies, and the 
djustable impres 
mewriter can be 
tic ribbon with 
with a carbon 
keys and change 
rdered. 
ually finished in 
cys, but six other 
wit also offered. 
Other Models. 1BM’s model No. 1, 
the standard electric machine, is avail- 
able with carriage lengths from 12 to 
30 inches. It has many of the features 
of the Executive model but it cannot 
prepare justified copy. As many as 33 
different type stvles are available, An- 
other IBM model, also electric, is 
equipped with decimal tabulation, and 
the model No. 6, the electric “Forms 
writer” is designed for work with con 
tinuous forms. The formswriter can 
be equipped with a pin feed platen 
designed for accurate registration of 
continuous, marginally punched forms. 
Prices. All prices vary upward from 
the figures given, depending on option- 
al features. The list prices are: of the 
model No. 4, illustrated, from $550; 
of the model No. 1, from $375; of the 
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Commercial Controls’ Flexowriter 


Operation. Electric, using 115 V, 
60 cycle AC current. 

Type Faces. Various type styles are 
available. Pica and elite sizes are most 
commonly used. Single case and double 
case keyboards are offered. 

Carriage Length. Twelve inches, 
taking paper 11 inches wide. Maxi- 
mum line length is 9, inches. Sixteen 
and 20-inch carriages are available. 

Margin Setting. Manual, 

Tabulation. Manual. 

Other Features, The model FPC-8A 
is equipped with both a tape punch 
and a tape reader. The punch can be 
turned on or off as desired so that 
all or any part of a typed document 
may be coded. Since the tape is punched 
simultaneously with the typing of the 
original document, no special operation 
is required for punching. The tape may 
be used with such a machine as IBM's 
Type 46 Tape-To-Card Punch, or with 
the Flexowriter itself to produce dupli- 
cate copies. It can also be used to 
punch duplicate or revised tapes. The 
tape punch can operate at a speed of 
$53 codes per minute, and the reader 
can sense 572 codes (approximately 
100 words) per minute for automatic 
typing. The tape is one inch wide and 
can be punched with eight channels, 
10 codes per linear inch. Pin feed plat. 
ens can be ordered, 
are also available. 

Other Models. The model FTM can 
be used to transmit and receive mes 
sages in the manner of a teletypewriter, 
in addition to punching and reading 
tape. Other Flexowriters with varying 
capacitizs are also available. 

Delivery. In 90 days. 


Other accessories 


Royal's model HH 


Remington Rand’s “Dual-Rite” 


Ralph C. Coxhead Corp. 

The Ralph C. Coxhead Corp., maker 
of the “Vari-Typer” line of justifying 
and composing typewriters, is now of- 
fering an office type composing ma- 
chine called the “Composomatic,” 
model DSJ. It is pictured below. 

Type of Machine. This is a special 
machine with interchangeable type 
faces, designed to prepare justified 
copy for reproduction by such methods 
as photo-offset and direct-to-plate lith- 
ography. 

Operation. Electric or manual. 

Type Faces. Type is available in 300 
styles and sizes, In each case, the com- 
plete font consists of ninety characters, 
including upper and lower case letters, 
numerals, punctuation marks, and, in 
addition, fractions, ligatures (letters 
“tied” together, such as “ff” or “fi’), 
and commonly used symbols, Match- 
ing italic fonts are obtainable. Foreign 
language, mathematical, and scientific 
symbols are available. Each character 
is allowed a space appropriate to its 
width. Fonts are easily interchanged; 
a complete font is contained on a small 
arc of a cylinder, which may be slipped 
into or out of position, according to 
the manufacturer, “with the rapidity 
and simplicity of changing blades in 
a safety razor.” Two fonts can be in- 
stalled at a time, such as the Roman 
and italic fonts for a given style. The 
desired font is selected by a half-turn 
on a control knob. 

Carriage Lengths. Up to 24 inches. 

Margin Setting. Automatic, with 
provisions for justifying the margins, 
by automatically calculating the space 
required between words to even out 


Coxhead’s ““Composomatic” 


Halda’s “Star” typewriter 


the length of the lines. 

Other Features. A push button con- 
trol is provided to rule lines of any 
desired length automatically, and lead- 
er-line dots and dashes can be printed 
similarly. 

Other Models. The company con- 
tinues to manufacture its Vari-Typer 
line, including the new “Stencil-Writer” 
which was pictured on page 64 of the 
August issue of Office Management, 
and the “Headliner,” a photo-compos- 
ing machine for the composition of 
large headlines. 

Delivery. Immediate. 


Facit, Inc. (Halda) 

Facit is the U.S. distributor of the 
Swedish -made Halda “Star” type 
writer, which is pictured above. 

Type of Machine. Standard. 

Operation. Manual. 

Margin Setting. Margins are set, re 
set, or cleared by “Mar-Jet” margin 
levers. 

Tabulation, Five tabulator keys are 
provided for statistical work, in addi 
tion to standard tabulation. 

Other Features. The carriage is ot 
aluminum; the “Contour Keys” are of 
plastic and shaped to the fingertips. 
Extra keys are provided for extra sym 
bols, according to the needs of the 
purchaser. The carriage and keyboard 
are synchronized to assure uniform 
type spacing in spite of variations in 
the operator’s typing rhythm. 


Intercontinental Trading Corp. 
(Olympia) 

The Olympia is an imported ma- 
chine manufactured in the Western 


R. C. Allen’s No. 711 “VisOmatic” 
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Hermes model 2000 


Zone of Germany at Wiihelmshaven. 
The model $M3 is pictured on page 43. 

Type of Machine. Portable. 

Operation, Manual. 

Type Faces. \n addition to elite and 
pica styles, larger Roman and italic 
faces are available. Book style is also 
offered. 

Carriage Length. The paper width 
capacity is 9% inches, 

Margin Setting. The margin stops 
are set manually. They are placed just 
above the platen, where they are easily 
seen, and are provided with a space 
scale for convenience in determining 
the margins. 

Tabulation, Tab stops are set manu- 
ally. The stops ride on a bar behind 
the paper table. 

Other Features. The machine has an 
automatic paper feed and, at the rear, 
a paper support which is automatically 
released by a button to prevent paper 
from folding down over the back of 
the machine. The space bar advances 
the carriage half a space on depression, 
the other half when released. This 
permits convenient half-spacing. In 
addition, the machine has provisions 
for accurate vertical half-spacing such 
as might be required in positioning 
subscripts or superscripts (as in H ,O 
or x*y). The “finger-form” keys are 


Funk “Cop-E-Eez” copy holder 


February, 1954 


internally sprung for comfort. 
Price. $89.50. 
Delivery. Immediate. 


International Business Machines 
Corp. 

IBM’s “Executive” electric typewrit- 
er, model No. 4, is shown on this page. 

Type of Machine. While this model 
is designed to accomplish standard of 
fice work, it is also especially equipped 
to prepare justified copy. 

Operation. Electric. 

Type Faces. Twelve different type 
styles are available. 

Carriage Length. Carriages are avail- 
able in 12-, 16-, and 20-inch lengths. 

Margin Setting. Margins are set by 
means of a key on the keyboard, 

Tabulation. Tab stops are set and 
cleared electrically by means of keys 
on the keyboard. 

Other Features, This machine makes 
use of the “IBM proportional spacing 
principle,” which provides an amount 
of space for each character which varies 
with and is appropriate to the width 
of the character. It also is equipped 
with an automatic “word expander,” 
and can prepare copy justified wo give 
even margins on both sides. 

The keyboard is described by the 
manufacturer as “speed-leveled.” The 
platen is adjustable to permit prepara- 
tion of multiple carbon copies, and the 
machine also has an adjustable impres- 
sion indicator, The typewriter can be 
provided with a fabric ribbon with 
an electric rewind or with a carbon 
paper ribbon. Special keys and change 
able type bars can be ordered. 

This model is normally finished in 
grey with navy blue keys, but six other 
color combinations are also offered. 

Other Models. 1BM’s model No. 1, 
the standard electric machine, is avail- 
able with carriage lengths from 12 to 
30 inches. It has many of the features 
of the Executive model but it cannot 
prepare justified copy. As many as 33 
different type styles are available, An- 
other IBM model, also electric, is 
equipped with decimal tabulation, and 
the model No. 6, the electric “Forms 
writer” is designed for work with con 
tinuous forms. The formswriter can 
be equipped with a pin feed platen 
designed for accurate registration of 
continuous, marginally punched forms. 

Prices. All prices vary upward from 
the figures given, depending on option- 
al features. The list prices are: of the 
model No. 4, illustrated, from $550; 
of the model No. 1, from $375; of the 
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Remington Rand “Line-A-Time” 


typewriter with decimal tabulation, 
from $500; and of the model No. 6, 
from $575. 

Delivery. From three to seven weeks 
for the model No. 4, and from four to 
seven for the standard No. |. Other 
machines may require from nine to 
13 weeks. 


Olivetti Corp. of America. 

Olivetti’s “Lettera 22” portable type- 
writer appears in an_ illustration on 
page 43. 

Type of Machine, Portable. 

Operation, Manual. 

Type Faces. Pica, elite, Bodoni. 

Carriage Length, Nine and one-half 
inches, writing line, 8% inches. 

Margin Setting. Manual. The stops 
slide along a scale in clear view behind 
and above the platen. 

Tabulation. Stops are set and cleared 
manually from the keyboard. 

Other Features. This model has an 
extra key with “+-" and “=” signs. 
It is equipped with automatic paragraph 
indentation, a half-space escapement, 
and half-line spacing. It also has a 
self-locking basket shift. This machine 
weighs 84, pounds and is only 3% 
inches in height. It is provided with a 
carrying case of plastic fabric. 

Price. $88 list. 

Delivery. Immediate. 


Paillard Products, Inc. 
(Hermes) 

The Hermes typewriter is manufac- 
tured by Paillard Ltd. of Switzerland 
and is available in this country through 
Paillard Products, Inc. The Hermes 
“2000,” one of the portable models, is 
shown on page 49. 

Type of Machine. Portable. 


Kaye Leland’s “No-Skip Lin-R” copyholder 


Pres-To-Line model 50-A_  Curtis-Young “Copy-Right” 


a 


Operation. Manual. 

Type Faces. Pica and elite. 

Carriage Length. Nine inches. 

Margin Setting. The left margin is 
set by stopping the carriage at the 
desired margin and pressing the left 
margin lever. The right margin is set 
similarly. 

Tabulation. Tab stops are set by 
moving a lever on the keyboard to the 
left; they are cleared by moving the 
lever to the right. The tabulator key 
is connected to a brake which makes 
it possible to slow the carriage as it 
approaches a tab stop. 

Other Features. The keyboard has 
two extra keys, one with “==” and “+-” 
signs, the other with an exclamation 
point and paragraph indicator, Foreign 
language keyboards are available, as 
are other type faces. The machine is 
equipped with a half-space ratchet and 
transparent Lucite card holders. 

Other Models, Paillard also offers a 
large standard model called the “Am- 
bassador,” which, among other features, 
has an electric motor for returning the 
carriage and a copy holder just behind 
the keyboard. The Hermes “Rocket” 
is a portable of small size and light 
weight. 

Prices. Of the No, 2000, $97.50, plus 
$5.85 Federal Excise Tax; of the Rock- 
et, $64.50, plus $3.87. 

Delivery. Immediate. 


Remington Rand Ine. 

Remington Rand’s “Dual-Rite” type- 
writer is pictured on page 46. 

Type of Machine. Standard. 

Operation. Electric. 

Type Faces. A wide variety of faces 
may be obtained, 

Carriage Lengths. Varying. 


are 
PL 


Bankers Box model 76 


Margin Setting. Margin stops are set 
manually, 

Tabulation. Tab stops are set and 
cleared from the keyboard. If desired, 
the machine can be equipped with 10- 


‘key tabulation. 


Other Features. This model can pre- 
pare work in standard or bold face 
type, the two being readily inter- 
changed by the use of a switch. Oper- 
ation of the switch interposes a second 
ribbon between the type keys and the 
paper; the force of the key is thus dis- 
tributed over a wider area, giving 
a broader, and therefore darker im- 
pression. This machine can also be 
equipped with special keys if desired. 

Other Models. Remington Rand also 
makes noiseless, standard, portable, and 
“office-writer” models. 

Price. Of the model shown, $480 
list; of other models, from $70 to $325, 
depending on size and optional features. 

Delivery. Immediate. 


Royal Typewriter Co., Inc. 

Royal’s standard typewriter, model 
HH, appears in an illustration on page 
46. 

Type of Machine. Standard. 

Operation. Manual. 

Type Faces. Various. 

Carriage Length, Eleven inches. 

Margin Setting. Royal’s “magic mar- 
gin” permits margins to be set by posi- 
tioning the carriage at the desired 
margin and pressing cne of two con- 
venient keys above and behind the pla- 
ten. The left hand key sets the left 
margin, and a similar key at the right 
determines the right margin. 

Tabulation. Tab stops are set and 
cleared by keys on the face of the ma- 
chine. The tabulator key is so located 


Haldon’s “Fleet” mail opener 
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or by the palm without moving the 

fingers from the guide keys. 

Other Features. An extra key can be 
added, with symbols or characters suit- 
ed to special needs. A “carriage con- 
trol” permits adjustment of carriage 
spring terision according to the wishes 
of the typist. 

Other Models. Royal also offers two 
electric models, including one designed 
for carbon ribbons. One of the features 
of the standard electric model is a de 
vice for automatic underscoring. One 
manual model is equipped with a front 
feed for use in payroll work, and an- 
other is provided with a 10-key deci 
mal tabulator. In addition, Roya! 
manufactures a new portable. 

. Price. Of the standard model, illus 
trated, $175 list; of the standard electric 
model, $375. 

Delivery. Immediate. 


Smith-Corona Ine. 


The Smith-Corona typewriter illus- 
trated on page 49 is that company’s 
new model No. 88. 

Type of Machine. Standard. 

Operation. Manual. 

Type Faces. More than 40 type styles 
are available. 


are 11, 13, 15, 19, 21, and 27 inches. 


provided, one for setting each margin. 
The buttons are placed above and be- 
hind the platen on cither side of the 


set a margin, the carriage is stopped at 
the required position, and the proper 
button is pressed. 


right of the carriage, permits the clear- 


carriage. The tabulator key itself is a 
wide bar. Ten-key decimal tabulation 
may be ordered instead. 

Other Features. This typewriter is 
equipped with a “Page Gage,” a device 
which informs the typist when she has 
reached a point two-and-one-half inches 
from the bottom of the page and pro- 
vides continuous information from that 
point on as to the amount of space 
left. It is adjustable to work with pages 
of various lengths. Other features in- 
clude interchangeable platens; a co- 
ordinated scale system consisting of 
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that it may be operated by the fingers | 


Carriage Length. Available lengths | 


Margin Setting. Two buttons are | 


carriage, in full view of the typist. To | 


Tabulation. Tab stops are set and | 
cleared individually from the keyboard, | 
A “total tab clear” lever, located at the | 


ing of all stops without moving the | 


5 PITNEY-BOWES 


| Counting, Imprinting Machine 
Made by the originators of the postage meter 
|... offices in 93 cities in U. 8. and Canada, Address 


OFFICE MANAGEMENT 


Speeds counting, 


also “rubber stamping,” 


cuts cost! 


A common, and expensive, hidden operating 
cost is the practice of counting or imprinting 
paper items by hand. Few firms compute the 
salary hours spent on such work, or realize the 
substantial savings possible with the Tickometer. 


Manual counting and imprinting are no 
longer necessary—thanks to the remarkable, 
electrically operated Tickometer. 


This modern office machine automatically 
counts coupons, cards, transfers, sales slips, 
labels, tabs, tickets, at from 500 to 1,000 pieces 
per minute! It feeds and stacks automatically, 
stops for damaged or irregular items, records 
part and whole runs. 


In many firms the Tickometer is used to 
“rubber stamp,” imprint, date or cancel—as it 
counts. Makers of food and drug products code 
their package labels with it, to prevent imita- 
tions, identify origins, inspectors, factory lots 
—easily, quickly, cheaply. 


Easy to use, the Tickometer does not demand 
trained operators. Rented, rather than sold, it 
pays for itself promptly. 


Want something counted? Call the nearest 
PB office for demonstration, or send for free 
illustrated booklet and case histories. 


Anyone can use the 
Tickometer to count anything 
that needs to be counted . . . at 
speeds up to 1000 a minute! 


Hundreds of firma use the 
Tickometer to code and date 
product labels, coupona, etc., 
—and save printing costs 

as well as time. 


2 Tickometer 


Pitney-Bowes, Inc., 
2944 Pacific St., Stamford, Conn 


© Send Tickometer booklet 
© Send case studies 
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Nashua No. 208 package sealer 


t # 


Dick No. 56 folding machine 


Davidson No. 120 folding machine 
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four scales to aid in alignment, margin 
setting, etc.; and the addition of two 
keys to the standard keyboard. The 
extra keys include the numeral “1” 
and an exclamation point, placed in the 
top row to the left of the regular nu- 
meral “2” key, and, at the right end of 
the same row, a key containing “+” 
and “==” signs. 

Other Models, Other Smith-Corona 
models include a de luxe machine, a 
carbon ribbon model, and three port 
able models. An additional portable, 
called the “Skyriter,” ‘s three inches 
high and weighs nine pounds. It is 
designed to be carried in a briefcase or 
suitcase. 


Underwood Corp. 

Underwood has just announced a 
new typewriter, the model No. 150, 
which is pictured on page 49. 

Type of Machine. Standard. 

Operation. Manual. 

Type Faces. A number of different 
types are available. 

Carriage Length. Eleven inches. 

Margin Setting. Margin stops are 
set, without moving the carriage, by 
means of plunger buttons on the car 
riage frame. 

Tabulation, Tab stops are set and 
cleared by the use of keys on the key- 
board, 10-key decimal tabs can be had. 

Other Features. In addition to the 
regular writing scales, this machine 
has a centering scale to assist in the 
proper placement of headings and 
titles. “Triple touch tuning” allows 
the operator 28 touch variations, An 
additional key is included on the Key- 
board; normally this key provides 
“4.” and “==” signs, but other symbols 
and additional keys are available. 

A grit guard dust shelf has been ad 
ded on the segment, and right hand 
carriage control has been provided. 
The “feature keys” are colored blue, 
while the numeral and character keys 
are grey. 

Other Models. Underwood contin 
ues to produce its line of electric, port- 
able, and other models. 

Price. Of the new No. 150, $175, 
plus tax, 

Delivery. Immediate. 


Copy Holders 


Bankers Box Co. 

This company’s No, 76 copy holder 
is illustrated on page 50. 

Description, This “Liberty” copy 
holder is of the non-mechanical type 
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Tools of the Office 


which holds copy propped up at sight 
level. It rests on the desk. Copy is held 
at an angle, and the holder is balanced 
so that it will not tip under the weight 
of a book. It is designed to accom- 
modate sheets of paper up to 8'. by 11 
inches in size. 

Price. $1.30 list. 

Delivery. Immediate. 


Curtis-Young Corp. 

Curtis-Young offers two copy hold- 
ers, the “Copy-Right” and the “Stand- 
By.” The Copy-Right appears in a pho- 
tograph on page 50. 

Description. This model is equipped 
to raise the copy as it is typed. The 
holder rests on the desk behind the 
typewriter and the copy is raised by a 
flick of a lever which projects to the 
right of the typewriter at keyboard 
level. A second lever is provided tor 
lowering the copy. A “line-finder” bar 
is placed at eye-level; as the copy is 
raised, the line being typed is under- 
lined by this line-finder so that the 
typist’s place in the copy is marked 
continuously. 

The copy holder can be tilted forward 
or backward. It has a “turned-page 
clamp” to hold back completed pages. 
exposing the next page of copy. Models 
are available in six widths: 12. 16, 20, 
25, 30, and 36 inches. 

The Stand-By model is of a simpler 
design which does not raise the copy. 
It consists of a tilted stand to support 
material placed on it. A line indicator 
may be operated from either side of 
the copy holder. 

Price. Of the 12-inch “Copy-Right” 
mode] illustrated, $33. 

Delivery. Immediate. 


R. Funk & Co., Ine. 

The “Cop-e-Eez” copy holder, man 
ufactured by R. Funk & Co., Inc., and 
distributed by Lansdale Products Corp.. 
is pictured on page 49. 

Description. This copy holder is a 
stand which may be placed on the desk 
beside the typewriter. It will hold copy 
of legal size and of extra width; it can 
accommodate a sheaf of paper 3. 16 of 
an inch thick or a stenographer’s note 
book. 

Instead of raising the copy as it is 
typed, this model has a movable line 
indicator which is lowered line by line 
by a tap on the space bar at the foot of 
the stand. This space bar, whic 
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Detecto “Post-O-Meter” 


sembles that of a typewriter, can move 
the indicator down the page by single 
or double spaces. The line indicator 
may be extended for use with wide 
paper. 

The angle of the copy board is ad 
justable, and the entire unit may be 
folded flat for convenient storage. 

Price. $16.90, plus tax. 

Delivery. Immediate. 


Kaye Leland Co. 

An exceptionally wide copy holder, 
designed to reduce errors in transcrib 
ing intricate computations, is distrib 
uted by the Kaye Leland Co, It is 
known as the “No-Skip Lin-R” model 
and is illustrated on page 50. 

Description. This copy holder was 
originally manufactured according to 
General Electric specifications, but is 
now available for general distribution. 
It rests on a desk at a 45-degree angle 
and can accommodate a '-inch sheat 
of 12 by 26-inch loose leaf notes. Line 
indication is provided by an adjustable 
26-inch plastic index bar. 


Pres-To-Line Corp. of America 
Pres-To-Line’s No. 50-A copy holder 


is pictured on page 50, 


Mendes vertical collator 
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Chatillon model 25 


Ee eer, 2s oh 


Description, This model is designed 
to be mounted on the desk; the base 
fits under the back feet of the type 
writer. Copy is raised on this model 
by the use of a platen roller like that 
on a typewriter. The roller may be 
turned by the use of a knob, but in 
normal copy work, it is advanced by 
the use of a spacing tab or key which 
extends forward at the right of the 
typewriter at keyboard level where it 
may be easily reached. This device per 
mits spacing of from one to four lines. 

As the copy is raised, it passes a line 
indicator which continually marks the 
typist’s place. This indicator has a re 
versible rule measured to show pica 
spacing on one side, elite on the other. 

This model is manufactured in five 
sizes, accommodating copy up to max 
imum widths of 14, 18, 24, 28, and 32 
inches. 

The copy holder can be adjusted for- 
ward or backward, The head is adjust 
able to take advantage of overhead 
light or to eliminate glare, and the line 
indicator can be moved up and down. 

Other Pres-To-Line models include 
holders specifically designed for use 
with bookkeeping and accounting ma 
chines; some of these are mounted on 


Harris-Seybold’s model D Macey collator 


OFFICE MANAGEMENT 


National postage machine 


Pelouze “Princess” scale 


pedestals on the floor and are equipped 
with foot treadles for operation of the 
spacing mechanism. Other models are 
used for continuous forms-billing ma 
chines. 

Prices. Of the model shown, $45.95 
to $57.95. 

Delivery, Immediate. 


Remington Rand Ine. 

Remington Rand manufactures the 
“Line-A-Time” series of copy holders. 
The model illustrated on page 50 1s 
No, 112. . 

Description. This model is of the 
type that rests on the desk behind the 
typewriter. A lever, extending forward 
at the right of the typewriter at key- 
board level, moves the copy upward a 
space at a time, and may also be used 
for lowering it. 

As the copy passes a 
“Trans-Vue” line guide which indi- 
cates the line being read, at the same 
time allowing a view of several fol- 
lowing lines, A keyboard knob provides 
for reading angle control, 

Line-A-Time models are available 
in six sizes, holding copy up to 36 
inches in width. These holders are fin 
ished in a grey color, 


moves, it 


Equipto sorting rack 
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_Ksimer “Allmail” seale Cooks’ FS-20 


Price. $31. 
Delivery, Immediate. 


Rite-Line Corp. 

Rite-Line’s desk model copy holder 
is illustrated in a picture on page 49. 

Description. This model rests on the 
desk beside the typewriter. Copy is 
moved over a roller by pressing the 
spacing pedal at the front of the ma- 
chine, The copy moves upward from 
behind a built-in eye guide which in- 
dicates the line being read. In the illus: 
tration, the copy holder has been fitted 
with a line magnifier which extends 
the full width of the copy. Maximum 
width of copy which can be handled by 
this unit is 20 inches. Magnifiers are 
available in widths of 11, 15, and 20 
inches, 

Price, $17.75, plus tax. 

Delivery. lmmediate. 


Mailroom Equipment 


All-Purpose Metal Equipment 
Corp. 

On this page will be found a photo- 
graph of the “TR, Jr.” traveling rack 
manufactured by the All-Purpose Me- 
tal Equipment Corp. to facilitate the 
handling of mailing material in mail- 
rooms, It is a relatively small model 
intended for use in rooms where space 
is limited, 

Description, The rack rides on four 
wheels in two rigid and two swivel 
casters. It has a base measuring 30 by 
32 inches and a total height of 36 
inches, Each of its ten trays measures 
3 by 9 by 32 inches. The trays are 
easily removed and are interchange 
able. Each tray has a capacity of 1,200 
empty No. 10 envelopes, 

This model is made of heavy gauge 
steel, finished in grey baked-on enamel. 
A larger model, TR, Sr., has the same 
base size, but is taller and has twice 
the capacity. 

Price. $65.50, f.0.b. Rochester, N. Y. 

Delivery. Immediate. 


The Borg-Erickson Corp. 
model No. 1000 


parcel post scale is shown on page 52. 


Borg-Erickson’s 


“4 


sorter Toledo No. 419 seale All-Purpose traveling rack Hanson No. 1509 scale 


Description, This scale has a capacity 
of 50 pounds, with fractional subdivi 
sions of two ounces. The weighing 
‘surface measures eight by ten inches, 
and in cases where a package is large 
enough to cover the dial, the dial may 
be locked so that it can be read after 
the package is removed. The dial 
shows weight, together with postage 
for each of eight postal zones and 
local delivery. Mileage is also given. 
The manufacturer guarantees accuracy 
within one-half of one per cent. 

The scale weighs five pounds and is 
two inches in height. 

Price. $12.50; $13 west of 
Rockies. 

Delivery. Immediate. 


the 


John Chatillon & Sons 

Of the scales manufactured by this 
company, the No. 25 parcel post model 
is illustrated on the preceding page. 

Description. This scale is a table top 
model, It has a capacity of 20 pounds, 
measured at intervals of one ounce. 
The scale indicates both weight and 
postage for local delivery and each of 
eight postal zones. 

This model is approximately 10 
inches high and has a shipping weight 
of eight pounds, It is finished in silver 
hammertone, and the glass enclosed 
dial is seven inches in diameter. 

Another Chatillon model, No. 026L, 
is designed for weighing letters. It has 
a capacity of two pounds, with dial 
subdivisions of one ounce. The piat- 
form is of a new design, a cross section 
roughly resembling a wide “V” with 
one side shortened. 

Prices. Of either model, $11. 

Delivery. Immediate. 


Commercial Controls Corp. 

This manufacturer’s extensive line 
of mailroom equipment includes the 
letter scale model No. 100, which is 
pictured on page 52. 

Description. This scale is available 
in models with capacities of 20 ounces, 
three pounds, and 500 grams. The dial 
gives rates for air mail, regular mail, 
parcel post, and third class mail by 
zones, in addition to weight and other 
information, Weights are measured in 
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quarter-ounce subdivisions. For ease in 
reading, the scale is equipped with a 
hairline indicator. The platform is of 
the V-type. 

This scale is 14% inches high, 
weighs 13 pounds, and is finished in 
two-tone grey wrinkle. 

The company also offers several par 
cel post scales, with capacities up to 
70 pounds, in addition to letter open- 
ers, letter sealers, sorting racks, maii- 
room tables, mail stamps, stamp ven 
dors, and other mailroom equipment. 

Price. Of the letter scale illustrated, 
$92.50. 

Delivery. Immediate. 


Cooks’ Ine. 

Cooks’ letter sorter modei No. FS-20 
is pictured above. 

Description, This sorter has 31 di- 
viders, each measuring 3% by 10 
inches, It is made of hard pressed 
wood with aluminum side channels. 
The dividers are of strong heavy ace- 
tate. The overall measurements of this 
sorter are four by 26 inches. It is light, 
compact, and portable. 

This sorter is designed for sorting 
letters; the No. FS-10, also with 31 di- 
viders, is intended for the sorting of 
checks. It has the same overall size, 
but the dividers measure 3% by 5 
inches. 

Price. $11.95 list, for the letter sort- 
er; $10.95 for the check sorter. 

Delivery. Immediate. 


Corbin Wood Products Div. 
The American Hardware Corp. 

On page 61 appears a photograph of 
Corbin’s No. 1000 mailroom sorting 
unit. 

Description, This large unit is made 
of kiln-dried hardwood, The upper 
section contains 30 shelves adjustable 
on one-inch centers, each shelf equip- 
ped with a label holder. The lower 
section consists of a counter 32 inches 
high, provided with sliding doors, ad- 
justable shelves, and a work surface 
covered with ink resistant linoleum. 

The unit measures 72 inches in 
width and height, 30 inches in depth. 
The pigeonholes are 11 inches wide, 
5-7/16 inches high, and 124 inches 
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Tools of the Office 


deep. The case is designed so that in 
multiple installations units can be set 
side by side. 

This sorting unit can be shellacked 
and varnished or enameled either grey 
or green. 


Davidson Corp. 

The Davidson folding machine pic- 
tured on page 52 is that company’s 
model No. 120. 

Description, This machine is design- 
ed to fold sheets of any size from three 
inches square to 10 by 14 inches at 
rates varying from 6,500 to 20,000 per 
hour, depending on the size of the 
sheet. It is powered by a 50- or 60 
cycle AC or DC motor. The manufac- 
turer states that it will handle all types 
of paper stock, including air mail pa- 
per, bond, ledger, coated, and uncoated, 
and that it can fold stapled forms as 
well, 

It is equipped with a continuous 
load feed, and the load may be re- 
plenished without interrupting opera- 
tions. The company says that it can be 
operated efficiently after only a few 
minutes’ instruction. 

This folding machine occupies a 
space measuring 20 by 35 inches. It is 
available as a table model or with a 
stand, The overall height, including 
stand, is 48 inches. 

In addition, Davidson offers the 
model No. 129, for use where extreme 
accuracy and high output are desired, 
and the No. 133, for general folding 
work, which can handle both parallel 
and right angle folds. 


Detecto Scales, Inc. 
Detecto’s No. 4601 “Post-O-Meter” 
appears in an illustration on page 53. 
Description. This is a parcel post 
scale. A notable feature is its “Gun- 
Sight” indicator, in which the postage 
information is shown for one zone at a 


Print-O-Matie’s **Fold-O-Matie” folding machine 


time. When a package is placed on 
the scale, it is only necessary to press 
down a key corresponding to the num- 
ber of the postal zone to which the 
package is being sent. A large, illumin- 
ated figure showing the proper postage 
then appears on the dial. The manu- 
facturer states that the precision of the 
mechanism avoids guessing on hair 
line decisions. Both surface and air 
parcel post rates are given. In addition, 
the weight of the parcel is indicated 
at the right of the dial. 

This scale is 134% inches high, has a 
base measuring 214 by 18 inches, and 
a platform measuring 16% by 13 
inches, It has a capacity of 70 pounds 
measured in two-ounce stages. The 
drum-type chart can be changed should 
postal rates change. 

Detecto also produces a number ot 
first class, air mail, and other parcel 
post scales, 

Price. Of the model illustrated, $249. 

Delivery. In one week. 


A. B. Dick Co. 

A. B. Dick has recently introduced 
the model 56 folding machine, which 
is pictured on page 52. 

Description, This machine is capable 
of single folds, parallel letter folds, 
double parallel folds, accordion or 
statement folds, French folds, and hori- 
zontal with two vertical folds. The 
upper and lower fold plates have pre- 
cision scales marked in inches to per- 
mit setting the plates accurately for 
other folds. In addition, an angulai 
adjustment is provided to compensate 
for paper that is not squarely cut. 

This machine is capable of folding 
paper stock in substance weights from 
16 to 36 and in sizes from 2') by 3% 
inches to 9 by 14 inches, The machine 
may be loaded while it is in operation 
without interrupting the procedure. 

It is powered by either an AC or 
DC electric motor, The manufacturer 
states that it can fold 150 papers a 
minute. The machine is 36% inches 


long, 1744 inches high, and 18 inches 
wide. It weighs 7944 pounds. 

Delivery. Varies from immediate to 
30 days. 


Equipto, Div. of Aurora 
Equipment Co. 

Equipto offers a mail sorting rack, 
No. 1196-88, which is shown on page 
53. 

Description. This unit consists ot 
two sections, either of which may be 
ordered separately. The lower section 
is a storage unit providing shelving for 
bulk storage and a table top working 
area above. Extra shelves are available. 
The upper section provides 42 pigeon 
holes whose size may be varied, The 
standard opening measures five inches 
in width, 12 inches in depth, and either 
6 or 7% inches in height, The unit 
overall is 81 inches high, 24 inches 
deep, and 36 inches wide, the top part 
being 12 inches deep. 

This unit is made of heavy gauge 
steel. 

Price. List, $75.55 

Delivery. In two weeks. 


Evans Specialty Co. Ine. 

Evans manufactures a_ gathering 
rack for housing papers to be gathered 
or collated. This rack is shown on page 
61. 

Description, The rack is of alumi- 
num, of an expanding design. It has 
18 sections, each of which can hold as 
many as 500 sheets when the rack is 
fully expanded, The company states 
that an operator using this device can 
handle at least 3,500 sheets an hour. 
The rack may be used also for sorting. 

A new jogger has recently been in- 
troduced for use with the rack. It is of 
aluminum, and when slipped into 
place at the end of the rack it can hold 
collated sheets in separate sets. As the 
operator gathers sheets into sets from 
the rack, she places them in the jog- 
ger, Successive sets are placed criss- 
cross. As she removes her hands, she 


Pitney-Bowes model RD “Master” mailing machine 
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Tools of the Office 


taps the handle and the sheets are jog- 
ged together into sets. Joggers are op- 
tional with new racks, and can be ob- 
tained for racks formerly supplied 
without them. 
Price. Of the gathering rack, $25. 
Delivery. Immediate. 


Haldon Mfg. Co., Ine. 

Haldon’s “Fleet” mail opener is pic- 
tured on page 50. 

Description. This die-cast alumi- 
num, chrome -trimmed model will 
open envelopes up to 10 inches in 
length, of any thickness. The blades 
are of a high-grade tool steel and are 
self-sharpening. They are operated by 
a light touch on the lever on the top 
of the machine. Trimmings are caught 
in a self-contained tray designed for 
easy emptying. 

Price. $12.95 list. 


Hanson Scale Co. 

Hanson's postal scale model No. 
1509 is pictured on page 54. 

Description, This scale is designed 
for average office use. It has a capacity 
of five pounds, with scale graduations 
of one-half ounce. It computes postage 
for first class mail and merchandise 
lor weights up to four pounds, and 
lor air mail up to eight ounces. Post- 
age figures are shown in red, weight 
figures in black. 

The dial is 64 inches in diameter 
and is glass covered, The platform is 
5% inches square, Overall dimensions 
of the scale are 6), by 6% by 9% 
inches, 

Larger scales are offered for deter- 
mining parcel post rates on packages 
up to 25 and 50 pounds. Smaller letter 
scales are also available, one with an 
cight-ounce capacity, another with a 
two-pound capacity. 

Price. Of the model shown, $9.75 
list. Other models range from $2.95 to 


$12. 


Harris-Seybold Co. 

Harris-Seybold’s subsidiary, the 
Macey Co., manufactures the Macey 
collator, model D, which is pictured on 
page 53, 

Description, This is an electrically 
driven eight-station collator. Two 110- 
volt, 60-cycle, single phase motors are 
used, 

According to the manufacturer, this 
machine can handle 4,000 sets, or 32,- 
000 sheets an hour, The speed may 


56 


be controlled; the minimum rate 1s 
700 sets an hour. The stations will ac- 
commodate pages varying from 5 by 8 
inches to 914 by 12 inches in size and 
in weights ranging from flat onionskin 
to 125-pt. board. Other models can 
take smaller or larger sheets. The pile 
height per station is 11% inches, or 
approximately 3,000 sheets of 20-lb. 
stock. 

This collator uses a vacuum pick-up 
and air blast separation, Optional at- 
tachments include an offsetting deliv- 
ery unit, a conveyor tape delivery unit, 
and a stapling attachment. 

One feature of the machine is an au- 
tomatic detector which stops the ma- 
chine instantly upon detecting any vari- 
ation in the thickness of the completed 
set. This is a check against omitting a 
sheet or picking up more than one 
from any station. Indicator lights show 
which of these situations caused the 
detector to trip the machine. 

The machine is 12 feet, 3 inches 
long, 3 feet wide, and 3 feet, 5 inches 
in height. It weighs approximately 
1,600 pounds. 

Eleven Macey collators are offered. 
including 4-station, 8-station, | 2-station, 
and 16-station models. 


Industrial Molded Products 
Co., Ine. 

Industrial Molded Products Co, man- 
ufactures an electric mail opener called 
the “Imp.” 

Description, This is a table model, 
driven by AC or DC current. The man- 
ufacturer states that it can open from 
60 to 90 letters a minute, taking all 
sizes with equal ease. It has a “self-ad- 
justing” set screw by which the slice 
can be manually adjusted up to one- 
quarter of an inch. The cutting wheels 
are described as self-sharpening. 

Because of its small size, it is port- 
able. It weighs ten pounds. The mov- 
ing parts are sealed, and the motor 
runs only when letters are fed into the 
machine. 

Price. $67.50, plus $4.05 excise tax. 

Delivery. In 15 to 30 days. 


J. Curry Mendes Corp. 

The Mendes No. JCM vertical col- 
lator appears in an illustration on page 
53. 

Description. This is a new model. It 
is available in two versions, one with 
four stations, as illustrated, the other 
with eight. It can take sheets in sizes 
from 6 by 7% inches to 11 by 14 inches 


. 


and in paper weights from twelve to 


OFFICE MANAGEMENT 


one hundred pounds. 

This collator is electrically driven, 
operating on two 110-volt, 60 cycle, 
single phase motors. The manufactur- 
er states that the four-station model 
collates 15,000 sheets an hour, the 
eight-station model 30,000. Collated 
sets are delivered with each set offset 
from the one below so that they can be 
easily separated. 

Each station can accommodate a 
four-igch stack of sheets. These are 
automatically kept at proper feeding 
height. Should a single sheet be missed, 
or should two sheets be picked up at 
any station, a red light flashes at the 
station concerned and the machine 
stops automatically. The machine is 
suction-fed, 

The machine is mounted on four 
casters so that it can be moved easily. 
The four station unit occupies floor 
space measuring 26 by 24 inches; it is 
66 inches high. The eight-station mode! 
has the same height but occupies a floor 
space 26 by 51!) inches. 

Price. Of the 4-station model, 
$2,875; of the 8-station model, $4,250. 

Delivery. About four months. 


Nashua Corp. 

On page 52 appears a picture of 
Nashua’s No. 208 package sealer. 

Description. This is a gummed tape 
dispenser for sealing envelopes and 
packages, It is hand operated. A spe- 
cial device, called the “Length-O- 
Graph,” provides automatic measure- 
ment of lengths of 3, 4, 6, or 8 inches 
as desired. Selection is made by a lever, 
which is visible in the photograph at 
the lower left side. Use of the large 
control lever produces a moistened 
strip of tape of the desired length in 
widths of from % to 1% inches. 

The wacer reservoir is of transparent 
polystyrene so that the amount of 
water in the tank can be seen at once. 
Another feature is the automatic pres- 
sure brush moistener. 

Nashua’s model No. 52 is a larger 
model which will dispense tape in 
lengths up to 36 inches and in widths 
up to four inches. The model No. 88 is 
an electric unit which delivers tape in 
lengths from six to 70 inches. 

Price. Of the No. 208, $29 net f.o.b. 
Nashua, N. H. 

Delivery. Immediate. 


The National Cash Register Co. 
A picture of National’s postage ma- 
chine will be found on page 53. 
(To page 61) 
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Improve your 
S\ office Appearance 


Cole’s DESK COMPANION 


A desk height office piece used by most top executives. Contains: A Secret 
Vault for personal records or other valuables, plus a ball-bearing letter 
file drawer both protected by an outer door under lock and key. High grade 
linoleum top with a fine aluminum edging. 19’ wide, 301" high, 19” deep. 
Olive green or Cole gray baked enamel finish. 


—— 


4 ® Same as above but with two storage > 
compartments for personal use, pro- 
tected by an outer door under lock and 
key. Green or gray. 


No. 10X $4g°5 


Contains: A Secret Vault for personal re- 
cords or other valuables, a drawer for 3x5 
or 4x6 cards (3200 capacity), also used 
for cancelled checks, plus an extra com- 
partment for books or records. All pro 
tected by an outer door under lock and 
key. Green or gray. 


Cabinets listed above available in Grained Walnut, Mahogany or Knotty Pine finish at $12.50 additional. 


Prices slightly higher in Texas, Colorado and West of the Rockies 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 


¥ 


4 ‘i C O L STEEL EQUIPMENT COMPANY 


_ 285 Madison Avenue, — New York 17, New York 
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The “PRESIDENT’S” File 


A valuable addition to your office. Keep all your records 


under lock and key, away from prying eyes. Contains: Four 
regulation letter size, ball-bearing file drawers, two double 
drawers for 3 x 5 or 4 x 6 cards (6400 capacity) also used 
for leases, contracts or cancelled checks. Plus a secret vault 
for your valuables doubly protected by extra outer door with 
a 3-way locking mechanism. Vault has a 4” dial lock, only 
YOU know its combination. Made of heavy gauge steel. 
37%" high, 31% wide, 18% deep. Olive green or Cole 
gray baked enamel finish. 


No. 475 $ 6950 


Available in Grained Walnut, Mahogany or Knotty Pine finish $12.50 addi. 


, (hle’s “FILE VAULT” 


“* This attractive safety cabinet will add dignity to your 

| office. Will pay for itself in saving valuables. Contains: 
two regulation letter size, ball-bearing file drawers, two 
double drawers for 3x5 or 4x6 cards (6400 capacity) 
also used for leases, contracts or cancelled checks. Plus 
a secret vault protected by a 4"’ combination dial lock 
hidden from view by outer doors under lock and key. 
Also has three compartments for books and a large shelf 
31%" wide, 17" deep for supplies. Overall size, 60° 
high, 32%" wide, 19°’ deep. Olive green or Cole gray 
baked enamel finish. 


No. G92 LETTER SIZE uni. cccssssssssooee x: 9” 


No. 1092 LEGAL SIZE 


Similar to above No. 992 but. : 
with two legal size instead of let- | a 


ter size file drawers. 60" high, | “j=! Lt 
35%" wide, 19” deep. 


. $9450 | 


—  —_— 


The above cabinets in Grained Walnut, Mahogany or Knotty Pine finish $15.00 additional 


Prices slightly higher in Texas, Colorado and West of the Rockies 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 


“me STEEL- EQUIPMENT CON | 
C O LE 285 Madison Aven — New York 17, N. 
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“SAMPLE” Cabinet 


10 and 11 DRAWER UNITS 


Gives protection to samples, 
drawings, art work, electros, 
etc. Roomy, smooth gliding 
bail suspension, steel draw- 
ers, for sizes up to 19” x 24” 


““SALESMAN’S” DESK 
without folding. Green or 


aa ea This well made, beautifully finished steel desk is 
Gray. 376" high. used where space is at a premium. Has 4 roomy 
drawers, an arm rest and a private compartment 


INSIDE DRAWER CABINET SIZE under lock and key. Perfect for receptionists and F 4 | 
Wide High Deep| Wide High Deep Price students. 40” wide, 29%" high, 18 deep. Cole ; é he 
22%" 3” 17%) 25%" 37%" 18” | $59.95 gray or green finish. ‘ 
2450 = 2%" 19%} 27%" 372" = 20%"| 74.50 


on 


No. 


2740 
3418 


, 2742 
2750 


18 DRAWER STEEL CABINET 
54 adjustable compartments 


Ideal for small parts, hardware, tools, etc. Will 
pay for itself many times over by keeping your 
small parts neat, orderly and easily accessible. 
Each drawer is equipped with two adjustable 
drawer dividers which are also removable. Label 
holders on every drawer front and every divider. 
Will last a lifetime. Constructed of heavy gauge 
steel. Olive green baked enamel finish. 


18 DRAWER UNITS 
33%" 107%" 112" 


33%" 107%" 11%" 
33%" 107%" 11%" 


Gi 
12 DRAWER UNITS — ue 
7m" ae = «a3.9s = ig 


INSIDE DRAWER 
DIMENSIONS 


Wide High Deep 


Price 


4%" 2%" 11" $24.50 
5%6" 2% 17%" ~— «43.95 fijo{[o 


12 DRAWER UNIT 
36 adjustable compartments 
Inside Drawer Dimensions: 


Sats = 6 DRAWERS 4%" x 2%" x 11" 
(s0¢ sizes under illustration) 24.2.5 12 DRAWER UNIT 4 DRAWERS TY" x 2%" 11" 


36 adjustable compartments 2 DRAWERS 15%” x 2%" x 11” 


No. 2742 $2395 No. 275092425 


SEND FOR OUR LATEST CATALOG 


STEEL EQUIPMEN 
285 Renee 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 
hard to find, collect dust and in a jiffy...stay neat and orderly and use your expensive cabinets over again. ; 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with ° . 
steel on the shell and the four corners of the drawers as well. 


FOLLOW 
BLOCKS They cost no more than ordinary files! Can be interlocked into 
90¢ ADDITIONAL solid units and stacked to the ceiling. Beautiful in appearance, * : 


Made for any size file finished in olive green to match your regular office files. Will 


Letter size $355 last lifetime. 


a — pront 
cHeck size $240 | a qe © 
| 


Prices slightly higher in Texas, _ TORA GE FILE 4 | { 


Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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Tools of the Office 


Description. This machine issues 
gummed and pre-canceled postage la- 
bels which show the date, zone, amount 
of postage, serial number, meter num- 
ber, name of the issuing post office, 
and, when required, the permit num- 
ber and the weight of the package. As 
each label is printed, a duplicate rec- 
ord is printed on a detail-strip inside 
the machine. This record shows the 
zone, weight, amount, and _ serial 
number. 

A rep ot key is used to avoid reset- 


ting figs for consecutive mail items 
requirin. the san:e postage. A half-cent 
key is «lso prov ded for use in issuing 
third+ ass ».a:i iabels. 

The compsay has also recently in- 


troduced a fractional adding machine 
which can be used in the mailroom to 
add pounds, ounces, and fractions 
thereof. This machine was pictured on 
page 45 of the December issue of Of- 
fice Management. 


Pelouze Mfg. Co. 

The “Princess” postal scale shown 
on page 53 was introduced last year by 
the Pelouze Mfg. Co. It is otherwise 
identified as model N-1. 

Description, This is a light compact 
unit four inches high with base dimen- 
sions of 34 by 2 inches. It has a weight 
capacity of one pound, measured by 
ounces. The maker claims an accuracy 
equal to the thickness of the pointer, 
or 37 thousandths of an inch. The scale 
gives weight in addition to postage for 
first class, air mail, and merchandise. 

Other Pelouze models have weight 
capacity from two to 50 pounds, Both 
spring scales and beam scales are of- 
fered. 

Price. Of the model shown, $2.95. 
Other spring scales range from $4.95 
to $12.95, beam scales $27.50. 

Delivery. Immediate. 


Pitney-Bowes, Inc. 
The Pitney-Bowes machine pictured 
on page 55 is that company’s model 
RD “Master” mailing machine. 
Description. The model RD is de- 
signed to stamp and seal 175 letters a 
minute. It operates either of two post- 
age meters, the model RT, with a post- 
age printing capacity from one-half 
cent to one dollar, or the model RF, 
with a capacity from one-half cent to 
$9.99',. These meters have registers 
that show the credit balance of postage 


on hand, the cumulative total of post- 
age used, and also the number of pieces 
mailed. 

The machine is electrically operated. 
It is adaptable for letter mail and par- 
cel post. Letters are fed through auto- 
matically and are sealed, postmarked, 
meter-stamped, and counted in one op- 
eration. The machine handles envel- 
opes from 5 to 13% inches in length, 
from three inches up in width, and in 
thickness up to % of an inch. Flaps 
up to 3% inches can be handled. 

Controls are provided by which date, 
city of mailing, and postmark advertise- 
ment may be printed or omitted as de- 
sired. Hour of mailing and special 
PL&R legends can also be printed. 

The meter can be detached from the 
machine and a special carrying case is 
provided for carrying it to the post of- 
fice. 

Other Pitney-Bowes products include 
four other mailing machines, a desk 
model postage meter, hand and power 
mail openers, counting and imprint- 
ing machines, and hand and automatic 
folding machines. 


Print-O-Matiec Co., Ine. 

The “Fold-O-Matic” desk model 
folding machine, introduced by Print- 
O-Matic last summer, is shown on 
page 55. 

Description. This folding machine 
is about the size of a typewriter. The 
manufacturer says it can fold 100 
double-folded letters a minute. A num- 
ber of commonly used folds are pos- 
sible, including vertical folds. 

The machine can handle sheets rang- 
ing in size from five inches square to 
8% by 14 inches. 

Price. About $110. 


Thomas Collators, Tac. 

Thomas’ “Tandem 20” collator is 
illustrated at upper right. 

Description. This is a new model in- 
troduced during the summer. It per- 
mits collating of 20 pages in two groups 
of ten pages at speeds which the man- 
ufacturer states to be as high as 12,000 
sheets an hour. The trays are adjust- 
able to accommodate page sizes vary- 
ing from 3 by 8% inches to 14 by 17 
inches. 

The operator works from a seated 
position. Two foot pedals are provided. 
One actuates the rubber-tipped fingers 
in the right-hand bins; the other is 
used for the left-hand bins. As a pedal 
is pressed, the fingers push out the top 
sheet of each stack of paper. As the 


Thomas “Tandem 20” collator 


operator jogs these sheets and places 
them in the storage bin, she presses 
the other pedal and a set of pages is 
similarly delivered from the other bins. 
These are placed directly on the pre- 
vious set of pages; crisscrossing the two 
parts of the job is thus eliminated. 

This collator is 46 inches wide and 
22 inches deep. It is of steel construc- 
tion, finished in grey. 

The company also has recently intro- 
duced a 32-page tandem collator and 
continues to produce a number of 
other models having capacities of 5, 8, 
10, and 16 pages. 

Prices, Of the model shown, from 


Evans gathering rack 
Corbin No. 1000 mailroom sorting unit 
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Ch oose T H E R | G H T P ©) H N T | $675 to $750, Other models from $125 
‘poy 


P 


FOR THE WAY YOU WRITE oo ss BY NUMBER Delivery. Two to four weeks. 


Toledo Scale Co. 
The Toledo scale shown on page 34 
4 is that manufacturer's model No. 419. 
yyy y” Description. This is an automatic 
7. he pendulum type. It indicates 
SS For busy deske: Al- | *2!¢ of the pe yp 
. weight and computes postage for reg- 
8 8 aenty ” — ular mail, air mail, parcel post, and air 
Giant ink-fountain in parcel post for all zones. It is available 
base needs ink only 4 | with either a three-pound or a five- 
times a year. Uses any | pound capacity. 
ink. Fountain base au- The indicator is of the hairline type. 
tomatically fills pen | It is brought quickly to rest by the use 
of a hydraulic dashpot. Jewel bearings 
and inserted steel pivots are used in 
the construction. 
The base measures 13% by 7 inches, 
_and the overall height is 181 inches. 
The steel platter measures 6, by 8 


every time pen is re- 
turned to socket. 


inches and has a 44-inch guard. This : _ 
MORE THAN scale is bonderized and is finished in 
28 POINT STYLES grey. 


The company also manufactures a 
wide range of other scales. Included 
are seven models with capacities from 
two to 70 pounds. 

Price. $125, f.0.b. Toledo. 

Delivery. Current. 


Triner Scale & Mfg. Co. 

Triner’s “Allmail” scale, model 803, 
is shown in an illustration on page 54. 
Finger grip never touch- Description, This scale automatically 
ji es ink. No chance for ink | computes postage for first class mail, 

to touch you. air mail, and surface and air parcel 
post, up to a maximum weight of three 
pounds. Postage for merchandise, 
printed matter and publications is 


‘ele . rae Pers shown up to a weight of eight ounces. 
, . Point instantly interchange- ion e ; 
Fountain base “ink-locked Ci siete daimienaiaie tn Foreign first class mail rates are also 


against accidental spillage. case of damage shown. 
Only the pen unlocks the ink. The scale operates on a double pen 
é dulum system, The platform measures 


6% by 8 inches, the base 7 by 12 
inches. The overall height is 15 inches. 
The scale is finished in either dark 
green or silver grey. 

Similar models are available with 
capacities of 20 ounces, or two, four, : 
five, or eight pounds. 

Z Price. From $108.30 to $144.75, de 
| pending on capacity. Prices are slightly 2 
| higher west of the Rockies. 


Fountain base holds 
40 times more ink than 
ordinary fountain pen. 
Won't leak. Won't flood. 
Easy to clean as a saucer. 


Delivery. Immediate. 


Manufacturers’ List 


DESK PEN SETS Addressing Equipment 
A.M.P. Systems, Inc. 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY > . . 
c - COPYRIGHT 1986 3 26 “Te id., C ag 
The Esterbrook Pen Company of Canada, Ltd. sos uasinaniadas 126 Franklin Blvd., Chicago, Ill. 
92 Fleet St., East; Toronto, Ontario PON COMPANY (To page 64) 
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Charles G. Stott & Company's Sight-Light installation at Federal Saving & Loan Association, 
Washington, D. C. 


Diffused, Reflected ¢ . 
Light on the Work! Vf - G 
Sight-Light SWIVEL 
ARM is a scientifically 


designed optical system 


ioe ge lec wie: © Pays for itself with BETTER SEEING 


glare. ‘ , 
Liebe head axtams 00 Reduces Eye Fatigue . . . Increases Office Output 
degrees to any position A light meter on the average office worker's desk will disclose the amazing fact 
required for seeing com- that he is actually working in semi-darkness . . . with a shortage of up to 50 
fort. Solid brass with foot candles of light. 

’ = e choice of decorator Lighting engineers _ that overhead lighting rarely supplies more than 15 
colors. ; - 

to 25 foot candles of light on the visual area, whereas 50 to 75 foot candles 


are a MUST for adequate SEEING COMFORT. 


; Supplementary lighting is a business necessity . . . for less eye strain . . . for 
greater accuracy . . . greater efficiency and greater office output. 


This is why Si —— is going into offices all over the country. They suppl 
the needed light without glare . . . on the desk . . . to make work easier wi 
less visual effort. 


Ask your Sight-Light dealer to demonstrate or write us today for literature 


Desk or Table Medel =» AA. G. WHEELER COMPANY, INC. 


Wide choice of colors. GREENWICH .... . CONNECTICUT 
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Reynolds & Reynolds Co., The 

800 Germantown St., Dayton 7, Ohio 
Scriptomatic, Inc. 

310 N. 11th St., Philadelphia 7, Pa. 
Weber Addressing Machine Co. 

220 W. Central Rd., Mt. Prospect, Ill. 


Manufacturers’ List 
( Continued ) 


Addressograph-Multigraph Corp. 
1200 Babbitt Rd., Cleveland 17, Ohio 
Elliott Addressing Machine Co., The 
143 Albany St., Cambridge 39, Mass. 
Heyer Corp., The 
1854 S. Kostner Ave., Chicago 23, Ill. . 
Master Addresser Co, 
6500 W. Lake St., Minneapolis 16, 
Minn. 
Nettle Mfg. Co. 
27 Huntington Ave., Boston 
Mass. 


Typewriters 
R. C. Allen Business Machines, Inc. 
678 Front Ave., N. W., Grand Rap- 
ids 4, Mich. 
American Automatic Typewriter Co, 
614 N. Carpenter St., Chicago 22, Ill. 
Commercial Controls Corp. 
1 Leighton Ave., Rochester 2, N. Y. 


16, 


YOU NEED THIS 


3 Challenge 


EQUIPMENT 


er PAPER CUTTERS: 
g } 11 models — 7 sizes .. . from 


; 5 : lever cutters in bench and floor models 
a —to power cutters with hand or 

hydraulic clamp. Engineered to provide 

smooth, accurate cutting with 

minimum effort and maximum safety. 


For standard run of loose- 
leaf work. Also aciapt- 
oble for variety of 
novelty jobs. 9 styles 

available — hand, 


foot, power models. i -_-_——_— -—-———-— = 5 

THE CHALLENGE MACHINERY CO. , 

GRAND HAVEN, MICHIGAN ' 

PROOF Send details as checked below: 1 

PRESSES: C] Poper Cutters [|] Paper Drills \ 

Always a sharp [_] Proof Presses Paper Punches ' 
clean impression; 

easy operation. Ne Oe ee ee —_ ' 
Full selection of 5 

styles — 5 sizes. Full Address ———$—__—_—_—- ' 

' 

Mail coupon for specific information * 1 


- ——_- 


TRADE-MARK @® 


OFFICE MANAGEMENT 


Tools of the Office 


Ralph C. Coxhead Corp. 
720 Frelinghuysen Ave., Newark 5, 
N. J. 
Facit, Inc. 
500 Fifth Ave., New York, N. Y. 
Graymont Corp. 
2756 Rowena St., Los Angeles, Calif. 
Intercontinental Trading Corp. 
90 West St., New York 6, N. Y. 
International Business Machines Corp. 
590 Madison Ave., New York 22, 
N. Y. : 
Odhner Sales, Inc. 
210 Fifth Ave., New York 10, N. Y. 
Olivetti Corp. of America 
580 Fifth Ave., New York 36, N. Y. 
Paillard Products, Inc. 
100 Sixth Ave., New York 13, N. Y. 
Remington Rand Inc. 
315 Fourth Ave., New York.10, N. Y. 
Robotyper Corp. . 
125 Allen St., E., Hendersonville, 
N. C. 
Royal Typewriter Co., Inc. 
2 Park Ave., New York 16, N. Y. 
Smith-Corona Inc. 
Syracuse 1, N. Y. 
Underwood Corp. 
1 Park Ave., New York 16, N. Y. 


Copy Holders 

Bankers Box Co. 

720 S. Dearborn St., Chicago 5, Ill. 
Curtis-Young Corp. 

110 W. 18th St., New York 11, N.Y. 
R. Funk & Co., Inc. 

Edison Rd., Furlong, Pa. 
Hall-Welter Co., Inc. 

44 Mt. Hope Ave., Rochester 20, 

N.Y. 
Kaye Leland Co. 

51 E. 42nd St., New York 17, N.Y. 
Lansdale Products Corp. 

Box 568, Lansdale, Pa. 
Petterson Mfg. Co. 

P.O. Box 1588, Santa Barbara, Calif. 
Pres-to-Line Corp. of America 

2339 Cotner Ave., Los Angeles 64, 

Calif. 
Remington Rand Inc. 

315 Fourth Ave., New York 10, N. Y. 
Rite-Line Corp. 

1025 15th St., N. W., Washington 5, 

D.C. 


Mailroom Equipment 
All Purpose Metal Equipment Corp. 
254 Mill St., Rochester 14, N. Y. 
Amberg File & Index Co. 
Kankakee, Ill. 


February, 1954 
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‘GE betters her 


You can depend on her to file and find papers faster 
with GF’s SUPER-FILER 


A girl files faster and surer in an office 
equipped with GF's Super-Filer... the 
modern mechanized steel filing cabinet. 
In fact, Super-Filer adds to the efficiency 
of the entire organization, for the heart 
of any business is in its files! 

In each Super-Filer drawer there is 18 % 
more usable filing capacity than you can 
find in any ordinary file. And with only 
4% inches additional height, you get 
five Super-Filer drawers instead of four. 
Also, while Super-Filer is saving up to 


¥Y the floor space needed for filing cabi- 
nets, its mechanized action saves from 


\% two % the cost of operating your files. 


Built, literally, for a business lifetime, 
GF's Super-Filer soon pays for itself... 
not only inyour time and the operator’s, 
too, but in dollars-and-cents savings in 
equipment costs, as well, 


It will be well worth your while to call 
your nearest GF distributor ...or write 
The General Fireproofing Company, 
Department 0-27 , Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 


February, 1954 
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* SPEED FACTOR 


GENERAL 


“Foremost in Metal Business Furniture 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 
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‘Manufacturers’ List Corbin Wood Products Div., 


(Continued) The American Hardware Corp. 
“102 Washington St., New Britain, 
. . Conn 
Bircher Co. eregede 
192 Mill St., Rochester 4, N.Y. en nee 
Borg-Erickson Corp. 29 Ryerson St., Brooklyn 5, N. Y. 
1133 N. Kilbourn Ave., Chicago 51," Detesto Scales, Inc. 
ill, 540 Park Ave., Brooklyn 5, N. Y. 
Buffalo Scale & Mfg. Co. A. B. Dich Ce, oe 
46 Letchworth St., Buffalo, N. Y. 5700 W. Touhy Ave., Chicago 31, Ill. 
Cel-U-Dex Corp. Equipto, Div. of Aurora Equipment 
I Main St., Brooklyn 1, N. Y. Co. 
John Chatillon & Sons E Aurora, Ill. , 
85 Cliff St., New York 7, N.Y. Evans Specialty Co., Inc. 
Commercial Controls Corp. 407 N. Munford St., Richmond 20, 
| Leighton Ave., Rochester 2, N.Y. Va. 
Cooks’ Inc. Gardner Laboratory, Inc. 
780 Wright Ave., Camden 1, N. J. 4723 Elm St., Bethesda 14, Md. 


When booklet covers ...in- Next time you've an offset du- . 
struction books ... menus call _ plicator job to be done on cover 
for cover stock — and the stock — try Atlantic. You'll 
work’s to be done by offset find it a thirsty, workable 
duplicator — you can run into paper that turns out clean, 
trouble. But not if you use clear jobs time after time. 
Atlantic Cover. Atlantic Cover prints well, 
The finish of some cover stock folds well and comes in a rain- 
is just too hard to “take” the bow range of attractive colors. 
ink. The result? —- smearing, For sample packets write 


offsetting, ink that’s still wet Eastern Corp., Bangor, Maine. 
weeks later. 


fasttens 


ATLANTIC BOND Ppuine PAPER 
4 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 
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Haldon Mfg. Co., Inc. 

841 N. La Cienega Blvd., Los Ange- 

les 46, Calif. * 
Hanson Scale Co, 

525 N. Ada St., Chicago, Ill. 
Harris-Seybold Co. 

4510 E. 7lst St., Cleveland 5, Ohio 
Howe Scale Co., The 

2947 Scale Ave., Rutland, Vt. 
Industrial Molded Products Co, 

609 New York Bidg., St. Paul, Minn. 
Inserting & Mailing Machine Co. 

Box 186, Phillipsburg, N. J. 
International Postal Supply Co. 

634 Prospect Place, Brooklyn, N. Y. 
I. J. Knoll Co. 

79 Wall St., New York, N.Y. 
Mackenzie. Inc., Arnold 

3133 Overbrook ‘Drive, Minneapolis, 

Minn. 
Master Addresser Co. 

6500 W. Lake St., Minneapolis 16, 

Minn. 
Master Folder Co. 

3000 Woodhill Rd., Cleveland, Ohio 
Mendes Corp., J. Curry 

500 S. Clinton St., Chicago, Ill. 
Mergenthaler Linotype Co. 

see: Davidson Corp. 
Nashua Corp. 

Nashua, N. H. 
National Cash Register Co., The 

Main & K Sts., Dayton 9, Ohio 
Pelouze Mfg. Co. 

1218 Chicago Ave., Evanston, Il!. 
Pitney-Bowes, Inc. 

Stamford, Conn. 
Print-O-Matic Co., Inc. 

Merchandise Mart, Chicago 54, Ill. 
Savasort Corp. 

530 24th St., W. Palm Beach, Fla. 
Standard Duplicating Machines Corp. 

1935 Revere Beach Parkway, Everett 

49, Mass. 
Thomas Collators, Inc. 

30 Church St., New York 7, N. Y. 
Toledo Scale Co. 

1053 Telegraph Rd., Toledo 1, Ohio 
Triner Scale & Mfg. Co. 

2714 W. 21st St., Chicago, Ill. 


Books and Pamphlets 
(Continued from page 21) 


Plans,” and “Human Relations of 
Pension Planning.” 

Pensions and Profit Plans is avail- 
able from BNA Incorporated, a divi- 
sion of the Bureau of National Affairs, 
Inc., 1231 24th N.W., Washington 7, 
D. C. It is priced at $5.50. 
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People in the News 


TWO MANAGEMENT CONSUL- 
TANTS have joined the faculty of 
New York University’s School of 
Commerce, Accounts, and Finance as 
assistant professors of management, ac- 
cording to a recent announcement by 
Dean G. Rowland Collins. 

Dr. Alvin K. Aster, one of the new 
faculty members, had been director of 
research of the Solid State Research 
Institute of New York City. At one 
time he was chief research engineer 
for Remington Rand’s photo records 
division, and has served frequently as 
an independent management consult- 
ant. During World War II he man- 
aged the training programs for the 
Westinghouse Electric Co. in Jersey 
City, N.J. Dr. Aster is a graduate 
of the University of California. 

Dr. Aaron Bakst, the other new as- 
sistant professor, was also associated 
with the Solid State Research Institute, 
serving as a consultant. He has taught 
mathematics at Teachers College, Co- 
lumbia, at Mohawk College, and at 
New York University. Previously, he 
had been president and general man- 
ager of a subsidiary company of the 
American Rayon Products Corp. Dur- 
ing World War II, he was a captain 
in the U.S. Army Air Forces, serving 
as operations research analyst in the 
Southwest Pacific, where his service 
won him the Bronze Star medal. Dr. 
Bakst, who was born in Russia, attend- 
ed the Petrograd Polytechnic Institute 
and received his B.S., M.A., and Ph.D. 
degrees from Columbia University. 


C. MATHEWS DICK, JR., has been 
appointed vice president in charge of 
sales for the A. B. Dick Co. of Chicago, 
succeeding J. G. Beadle, who is leaving 
the company after 26 years of service. 
This announcement came from Presi- 
dent A. B. Dick III. 

The new vice president has been 
staff assistant to the vice president in 
charge of sales. He is a grandson of 
the founder of the company and is a 
nephew of A. B. Dick, Jr., company 
chairman. 

At the same time it was announced 
that three division directors have been 
elected vice presidents, They are A. E. 
Wood, G. C. Petersen, and A. 1. Rosh- 
kind, who became vice presidents re- 
spectively of purchasing, manufactur- 
ing, and research and engineering. 


February, 1954 


C. KING WOODBRIDGE, chairman 
of the board of Dictaphone Corp., has 
been re-elected a board member of the 
National Industrial Conference Board. 


WILLIAM LEAHY, director of mar- 
ket research and manager of Govern- 
ment and national account sales for 
the Victor Adding Machine Co., was 
elected chairman of the Market Re- 
search Committee of the Office Equip- 
ment Manufacturers’ Institute at the 
Institute’s recent annual meeting at the 
Waldorf Astoria in New York. Mr. 
Leahy has been with Victor for 14 
years, heading the company’s market 
research activities since 1943. 


G. M. Hubbard Dies 

G. Munroe Hubbard, prominent ad- 
vertising and public relations man, died 
in New York on December 30th at the 
age of 66. 

Mr. Hubbard was president of Dore- 
mus & Co., advertising and public re- 
lations agency from 1933 to 1942; he 
left Doremus to form his own public 
relations business. Since 1942, he had 
been an independent consultant, and 
he was also a director of J. G. White 
Engineering Corp., the General Rein- 
surance Corp., and the North Star Re 
insurance Corp. 

Mr. Hubbard was a graduate of Col- 
gate University, where he was a mem- 


There is a Crown marking device for 
Any marking Problem— 


For the best in marking devices insist 
on the Crown Line. 


Write today for 100 page 


i : 
"9 


illustrated catalog £96; it’s 


FREE! 


80 DUANE STREET 
NEW YORK 7, N. Y. 
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VES you 
ALL-AROUND STAPLING 


a. PERFORMANCE 7 
INTHE OFFICE 


Model 
No. 202 
Standard 
HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. 


Model 
No. 105 
Standard 
4-WAY MACHINE 
Stapler, Tacker, Plier, 
Temporary-Permanent Stitch. 


Model No. P-98 

PLIER TYPE HAND STAPLER 
Compact, portable for stapling papers 
at files and other hard-to-reach places. 


om 


LONG ARM ae et kee 
Accessible to areas which ordinary 
Staplers cannot reach. 

Loads 210 Standard Staples. 


FILL IN COUPON AND MAIL 


Arrow Fastener Company, iInc., Dept. O 
1 One Junius Street, Brooklyn 12, N. Y. 


COPAPAIEY ...........cesssrscsroecesserecerersesersnseosssrsnssesene | 
j Ds casinscversecstessgiansencodnendensesdebncttveesbisiontecee | 
‘ DIP vesssneresinesvvecaseose ZONE............ STATE... 
L mee me eee ee ae a ee ee cee 


[Please send literature on staplers checked below: 1 
No. 20210 No.5 No, P-980 Long Arm | 


People in the News 
(Continued) 


ber of Phi Beta Kappa Society and 
Delta Kappa Epsilon. 


sister. 


Walter P. Welch Dies 


Walter 
manager of Combustion Engineering, 


ber. 
Mr. Welch had been with Combus- 
having first joined that company as an 
engineer. He was a graduate of Mass- 
achusetts Institute of Technology. 
During his long career with Com- 
bustion Engineering, Mr. Welch served | 
as assistant to the vice president and 
assistant general sales manager. He had 


years, 


| 
} 
| a daughter, and two sons, 


Chicago agency changes 
hands 


by his widow, a son, a brother, and a | 


Perkins Welch, Sr., office | 


tion Engineering for thirty-seven years, 


| 


He is survived | 


Inc., of New York, died during Decem- | 


been office manager for the last fifteen | 


Mr. Welch is survived by his wife, | 


Dr. Cylvia A. Sorkin, management | 
consultant from St. Louis, and Joseph | 


Mr. Herrmann, in 
| tor of the University of Chicago, have 


Dr. Cylvia A. Sorkin 


assumed ownership of the United Em- 
ployment Agencies Corp., 209 S, State 
| St., Chicago. 

Dr. Sorkin has been finance protessor | 
| and chairman of the graduate school 
| division on counseling and personnel 
at Washington University, St. Louis. 
She has been active as a business con- 
sultant specializing in the personnel 
problems of women in industry. 

Mr. Herrmann, in addition to his 
personnel work at the University of 
| Chicago, has been chairman of the 


68 2 


addition to his | 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 
CHART 


= 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


STO 


COFFIELD 


4 EVERLASTING 
ORGANIZATION 


* Sizes to Fit Any Organization Structure 

* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

¢ All Parts Are Movable and Re-usable 

* Solves Your Chart Problem Forever - 


Write for Free Illustrated Folder 
with Price Schedule No. OM-2. 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


RECORD 
STORAGE 
a problem? 


®@ Low-Cost 
@ Convenient 
@ Space-saving 


TRANSFER FILES 


The only fibre board 


DRAWER FILE 


that ‘builds its own yi 
Stack it 


@ STAXONSTEEL gives . 
you easy-action drawers—quick access to 

records. Each corrugated fibre-board unit 

is complete with factory applied steel 
framework for sturdy support in rear and 
front. Interlock side-by-side and stack 
to the ceiling to save space. Letter size 
illustrated —$4.70 per unit, slightly 

higher south and west. 


Clip this ad te your letterhead 
FOR FREE BOOKLET 


1 Tells how long to keep records 
2 Shows best record storage methods .. . 
plus name of your nesrest dealer 


BANKERS BOX COMPANY 


720 S.'Dearborn Street * Chicago 5, Ill 


February, 1954 
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by 


\) 
\) 
\) 
+... one of many carefully planned \ 
groups of handsome, modern office \ 
furniture ... styled to lend beauty \ 
and dignity to your office . . . with \ 
increased overall efficiency. See ‘ 
your IMPERIAL dealer and write us © 

2 for FREE Office Planning Guide. ’ 


IMPERIAL DESK COMPANY 


Evansville 7, Indiana 


personnel testing committee and area 


' director of the National Office Manage- 


ment Association. 


Association News 


| THE RECORDS MANAGEMENT 


ASSOCIATION OF CHICAGO held 
its Christmas Carnival at the Conrad 
Hilton Hotel on December 8th. On 
January 12th, it met, again at the Hil- 
ton, to hear an address by R. Mar- 
maduke, executive assistant, Illinois 
Central Railroad, on “Supervision.” 


THE NEWARK CHAPTER of the 
National Office Management Associa- 
tion met on December 17th and heard 
a discussion of “Office Cost Control” 
by Mr. Richard Neuschel, an associate 
manager of McKinsey & Co., manage- 
ment consultant firm. The meeting 
was held at the Military Park Hotel in 
Newark, N. J. 


THE OFFICE MANAGEMENT AS- 
SOCIATION OF CHICAGO held a 
luncheon meeting on January 7th at 
the La Salle Hotel, Chicago. The guest 
speaker was Mr. Richard H. Morris, 


| correspondence consultant, who ad- 


dressed the gathering on “How to 
Save Up to $50,000 in Handling Your 
Daily Correspondence.” 


THE OFFICE EXEOQUTIVES ASSO- 
CIATION of New York met for lunch- 
eon at the Masonic Club in New York 
on December 2nd. The guest speaker 
on this occasion was Miss Muriel V. 
Fulmer, of the General Electric Co., 
who described that company’s em- 
ployee orientation and employee rela- 
tions programs. 

At the luncheon meeting on January 
6th, the OEA heard a discussion of 
what New York City’s public schools 
are doing to prepare students for busi- 
ness and of what today’s high school 
graduate expects of business. The 
speaker was Joseph Gruber, acting Di- 
rector of Business Education for the 
New York City Board of Education. 

There was no regular monthly dinner 
meeting during December, but on Jan- 
uary 20th the series was resumed. The 
Association met at the Hotel Belmont 
Plaza and listened to an address by 
Kenneth Kramer, executive editor of 
Business Week, whose subject was 
“What's in Store for 54?” 


| 
| 


j 
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Sensational 
Kodak 


r Discovery 


all 
’ - - ~ 


~~ 


The Verifax copying method 
lets you make 3 copies of any 
letter or other office record in 
1 minute for less than 4¢ apiece 


Such speed and economy are pos- 
sible because Verifax copying is 
completely different, completely 
new. You make your copies on 
ordinary paper instead of on 
specially treated paper. And you 
make at least three of these photo- 
exact copies—instead of one— 
from each sheet of Verifax Matrix 
Paper. 

The only equipment needed 
is the low-priced Kodak Verifax 
Printer . . . just $240. An invest- 
ment that will soon be paid off 
by your retyping savings alone! 

Operation is so simple that 
anyone in your office can make 
these dry, legible, photo-exact 
copies after a few minutes’ in- 
struction. No adjustment in pres- 
ent room lighting is required, 


Verifax copying saves wherever 
there’s paper work 
“MAIL COUPON TODAY-——— 


Eastman Kodak Company 
Industrial Photographic Div. 
Rochester 4, N. Y. 


Gentlemen: Please send free Verifax 
folder and names of near-by dealers. 


‘ 
i 
5 
Name ne 
Company 3 
Address sf 
City State 


Price quoted subject to 
change without notice. 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


® 


RNNNNAOW 


Manufacturing Company 
Framingham, Massachusetts 


High school “cooperatives” — 
(From page 26) 


the freshness of their training, and the diligence and eager- 
ness they bring to a first job. 

Aside from the slight extra work involved in training 
two workers in the characteristics and routines of the of- 
fice, and in keeping the precise records stipulated by the 
Board of Education, the office suffers no disadvantage what- 
ever in hiring students. The students, in enrolling in the 
cooperate education scheme, obligate themselves to maintain 
an alternate week work schedule through the regular school 
vacations as well as during the school year, so an employer 
in hiring two high school juniors will have one full-time 
job filled for two full years, if all goes well. 

Actually, of course, the chances are that he will have a job 
filled permanently. Follow-up studies made of cooperative 
students after graduation have shown that well over 80 
per cent of them become permanent employees of the com- 
pany with which they ‘were first placed on a cooperative 
basis. It is not at all unusual for a company to hire all its 
cooperative workers—both members of each team placed— 
on their graduation. Even though there are two girls for one 
job, each of them is familiar with the company, and the 
company knows each of them. Both are apt to be hired for 
jobs somewhere in the organization. 

The benefits do not all flow to the company, however. 
The Cooperative Education Department candidly concedes 
that it could place a great many more students with some 
giant companies than it ever does, But the department's first 
concern is the student, and placement of that student in the 
best possible job for his education and his own future. So it 
makes every effort to avoid “dumping” students in one or- 
ganization where they are apt to get dead-end jobs. 

Similarly, if a student is placed in a job at the beginning 
of her junior year in high school, for instance, and has not 
had a promotion or pay raise of any kind several months 
later, the Cooperative Education Department, if her work 
has been good according to the employer’s reports, will try 
to find her another job where there is more of a future. 

This is done not because of the salary involved, but be- 
cause job training is considered part of the student’s edu- 
cation, and a job in which she can make no progress 
is not as valuable to her development as one in which she 
can be promoted. 

The reasons for moving the worker to another job are 
explained to the employer, and he is protected since the de- 
partment replaces the girl moved on with another student 
who is just beginning cooperative education. 

The system works two ways, though. If the employer is 
dissatisfied with the work of one of his team, and wishes to 
discharge her, he can do so without prejudice. The other 
team member, if satisfactory, will stay on the job, and the 
discharged one will be replaced by the department with 
another student. 

The discharged girl, if the department feels her dismissal 
is the result of poor work, will be given additional training 
in school in the skills in which she was deficient and then 
placed in another position. If the dismissal came about 


| through some personality clash or difficulty within the parti- 


cular office, she is simply moved on to another organization 
which has a job order in for her particular classification, 
Simple and sensible as the system sounds, there are more 
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complications in keeping it operating smoothly than would 
be realized at first, Since the time a student spends on the 
job is counted as time spent in school, under state law a 
student discharged from one job most be placed in another 
one almost immediately, or his academic record will suffer 
on a loss of attendance basis. Similarly, the department, for 
the protection of the school system, must assure itself that 
the employer will maintain records on the student's at- 
tendance, punctuality, and progress at work as carefully as 
would a teacher in school. The department, too, must obtain 
a gentleman's agreement from every employer to whom it 
sends student workers that the student will be discharged 
from his job if he leaves high school before graduation. 
Otherwise, many students past sixteen earning money on 
their first job would be apt to pull out of school and take 
the job on a full time basis. 

As it is, the Cooperative Education Department's achieve- 
ment on all scores is illustrated by the fact that out of the 
3500 New York City students employed under the coopera- 
tive education plan less than two per cent drop out of schoo! 
during any year, and by the figure quoted earlier—over 80 
per cent of cooperative students are employed by their 
firms on a full-time basis, following graduation. 

The major reason for the remarkably good record won by 
cooperative education in New York City has been the care- 
ful placement work done by the Cooperative Education De- 
partment, which, in spite of the great periodic load of place- 
ments that descend on its central office as new students 
come into the program twice each year, and the pressure 
to get the students assigned to jobs almost immediately so 
that attendance and “work credit” hours will meet gradu- 
ation standards, makes a scrupulous effort to fit every stu 
dent individually to the job order. 

“We've been dealing with most of the offices that take our 
students for years now,” Miss Grace Brennan, director 
of the Cooperative Education Department, says, “and we've 
reached the point where we know the type of worker each 
office wants. Some offices are happiest with demure, turn- 
of-the-century girls; others want workers with a little more 
aggressiveness. It’s as important in a lot of cases to fit 
the student to the job according to her personality as it is 
according to her skills.” 

Firms which never placed previous “job orders” with the 
department for cooperative students are visited by one of 
the cooperative plan’s coordinators before any students are 
sent for interviews, to insure that the particular office is an 
appropriate place for students to work, and that the em- 
ployer understands completely that students are to be treated 
on the same basis, as far as salaries, benefits, and promotions 
are concerned, as all other workers. 

Personal visits of this kind are made in every case except 
instances where the firm placing a request for the first 
time is so well-known and of such standing in the city that 
a personal inspection of its offices and working conditions 
is unnecessary. 

But every student placed, even if she has been given a 
job by a firm that has been taking students for ten or fifteen 
years under the cooperative plan, is visited in her office 
after she has been at work for some time by a coordinator, 
who checks with her on how she feels about her work in 
the office, and with her employer on how well she seems 
to be doing. Any potential sources of dissatisfaction on 
either side can often be caught early through these checks, 
and remedied before it is necessary for the office to discharge 
the worker, or for the student to quit the job. 
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Want to get more 


| 
| 


comfortable mileage 
from your office chairs ? 


Bassick 


CASTERS 
VY quiet-rolling 
V smooth-rolling 
V’ easy-rolling 


¢ Protect your floors and 
make chairs easy-moving with 
Bassick “Diamond-Arrows” 
— most efficient casters made. 
Soft rubber or hard phenolic 
tread. THE Bassick COMPANY, 
Bridgeport 2, Conn. In 
Canada: Belleville, Ont. 


For wood-base chairs 


For tubuiar-base chairs 


For metal-base chairs 


<7 


$3] Bassick | 
gag VASSICK fey 


MAKING MORE KINDS OF CASTERS MAKING CASTERS 00 MORE 


75 YEARS OF CASTER LEADERSHIP 
71 
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Any time and every time 
‘the YELLOW BOX LINE is best! 


Time- tried... quality - proved 
... USer-preferred! 


In millions of offices Oakville’s Yellow 
Box Line of paper-fasteners is always 
specified as the standard of quality, 
uniformity, and full count. Office Man- 
agers simplify their buying, stream- 
line their inventory, and lower their 
handling costs by obtaining the com- 
plete assortment of Yellow Box items 
they need at one time—with one order 
—on one invoice—in one shipment. 
Best of all, these little time-savers 


keep workers happy, save their time! 
Standardize on the Yellow Box Line 
— the line that’s best for you! 


OAKVILLE COMPANY DIVISION | 


SCOVILL MANUFACTURING COMPANY 
: Waterbury 20, Connecticut 
Philadelphia, * Boston © Chicago © | 
In oda Brown Bros, Ltd, Toronto 2 


ae 


F AS el . ‘ee ie 
a emis” | ae a a 


Curriculum modernization to keep up with the latest 
business practices is one valuable by-product of the co- 
operative system. Through the close cooperation necessary 
between employing offices and the Cooperative Education 
Department necessary when students are employed in offices, 
the education officials are in constant contact with leading 
businessmen throughout the city. If any students coming 
into the office have not been trained in skills which are 
becoming important, the Board of Education is not long 
in hearing about it. Similarly, if a great many job orders 
begin coming in for skills or specialties which the students 
are not being taught in the schools, it is obvious that the 
curriculum needs review. 


For instance, with the recent great increase in the use ol 
punched card accounting systems, the first effect in the edu 
cational system was noted in the Cooperative Education 
Department, which found that job orders were mounting 
for key punch operators whom it could not supply. The 
information was channeled on to the proper offices, and, 
insofar as the city education budget will allow purchase 
of machines for classroom practice, keypunch operators are 
now being trained in some cooperative office machine classes. 


This informal if effective continuing review of the com 
mercial curriculum is reinforced by the Cooperative Edu 
cation Commission, an advisory group of leading citizens 
representing business management, labor organizations, and 
the general public, which works with the Board of Educa 
tion in determining the way in which the Cooperative 
Education System shall be carried on, and advising the 
school system on the basis of their practical experience in 
their respective areas. 


Cooperative education is, in short, an idea which benefits 
two factions. It is designed for the benefit primarily of the 
students, as a definite integral part of their educational pro 
cess. But, in achieving this, it also offers benefits to every 
employer who can offer young people jobs in which they 
can really learn. 


That is essential. The Cooperative Education Department 
will not place students in jobs simply for the sake of getting 
them jobs. There must be reasonable assurance that the 
job will call on and develop the skills the student is learn 
ing at school, and that the job at least offers potentialities 
for growth and further development of the student. The 
time spent at work is, after all, a part of the educational 
process. But any employer who can offer jobs meeting these 
conditions can ease his office personnel problem. 


The list of employers who have been using students under 
the cooperative system for some time now reads like a 
slice of an American office “Who's Who,’ and demonstrates 
conclusively just how valuable the program is from the 
office point of view—British Information Services, Brown 
Bros. and Harriman, Chase National Bank, Chemical Bank 
and Trust Co., Commerce and Industry Association of New 
York, Equitable Life Assurance Society, General Electric, 
Metropolitan Life Insurance Company, New York Stock Ex 
change, Schirmer Publishers, Sinclair Oil, Standard Brands. 


And the students are not just stop-gap workers, only 
valuable to meet a temporary shortage. On the reports the 
employers make to the Board of Education carrying ratings 
on specific skills, which are used as the student's grades on 
those skills, there is also a place for general comments by 
the employer about the student. One of these reports on a 
cooperative student tells the story: 
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DEMAND DOLLAR FOR DOLLAR VALUE 


The National Zwality Waste Basket 


This suggestion isn’t made without 
sound reason. The VUL-COT line has 
so much more to offer. VUL-COT 
construction is all-hard vulcanized 
fibre providing a handsome finish. 

It’s extremely durable, light in weight, 
easy to clean and handle. 


You buy these features when you buy VUL-COT 


Color is part of the fibre—it can't chip-off, 
wear-off, or stain. 


Double rolled top won't break, loosen, or fray. 
Remains smooth and round for the life of the basket. 


Exclusive bonded seam construction adds 
strength and provides a permanent leak-proof seal. 


Available in 5 basic models—in a variety 
of sizes. 


VUL-COTS are guaranteed not to crack—splinter 
—dent—rust—or corrode. 


If you buy waste-baskets 
—BUY VUL-COT. You'll 
buy sounder value because 
VUL-COT is a better prod- 
uct—all-ways. Available 
nationally at Stationers and 
School Supply Houses 
everywhere. 


aluminum 
chairs 


PROTECT YOUR INVESTMENT 


You have a large investment in trained office personnel 
and in modern office machinery. Unless your people 
are provided with the modern efficient seating, this 
investment is not paying off as it should. 


Rectangular 


ie cig 
= eh 


Secure your investment by providing better seating. 
Round Taper FINE-REST Aluminum Office Chairs pay their own way 
and make your investment pay as well. 


Write for the name of your nearest FINE-REST dealer. 
“America's Standard of Business Seating” 


AE es 


The Square Top 


Write direct for catalog 
price sheet. Dept. S-2. 


\ 


Gq, WATIONAL ALUMINUM SEATING 


WULCANIZED FIBRE CO. 17 S$. CHERRY STREET « AKRON 8, OHIO 


WILMINGTON 99, DELAWARE y 7 AETNA SAFE CO., 46-50 W. 29th ST., WN. Y. 
DisDrbulor METROPOLITAN N.Y. & EXPORT DISTRIBUTOR 
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“Miss F’s personality, fine character, and exceptionally 
cooperative and competitive preformance for us have made 
a deep impression in the face of current reports on the 
‘softness and instability of young people today.’ We could 
not wait to have her become a permanent employee—send 
us more of the same.” 


Canada’s progress— 
(From page 30) 


ing the “up peak” in the morning, and the “down peak” 
at closing time. 

The way the system operates can be illustrated by the 
manner in which the “brain” handles “down peak” condi- 
tions at closing time. On the way down each car auto- 
matically answers landing calls until it is filled, when it 
goes without further stops to the main landing. Obviously, 
with this systern several cars in succession are apt to by- 
pass a summons from one of the lower floors; this is guarded 
against by a timing device in the brain that records each 
call from the lower portion of the building during the down 
program, and times it. If any one of these calls remains 
unanswered for more than one minute, it is designated a 
“forgotten man” call: the first empty up-car to approach 
the landing where it has been registered stops, picks up the 
waiting passengers, and returns to the main floor. 

Other features incorporated in the new building—and in 
the remodeling of the old one—show the same foresight 
and determination to make Manufacturers Life as com- 
pletely efficient and functional an office as any in North 
America, Because of the growth nature of the life insur- 


...this time it’s Twins! 


NEW MORRIS 
double 


SAFE-T-SET 


won't spill—can’t leak 


it's Puddle-Proof! 


Here’s the ultimate in writing convenience —the new 
Morris Safe-T-Set with the exclusive Morris Safety Fea- 
ture. Tip it...Tilt it... Turn it upside down. Won’t LEAK. 
Can't SPILL. It's PUDDLE-PROOF ! Ideal for the busy exec- 
utive who desires two styles of pen points (for signatures 
AND detail work) and/or two colors of ink. Each base 
holds full two-ounce ink supply. The Morris Safe-T-Set 
has the pen with a point in your favor—a Morris hard-tip 
point. A point to suit your individual writing style. Eye- 
pleasing design . . . in all popular colors. The finest desk 
set at ANY price, WRITING’S BELIEVING. 


(See your stationer or office supplier today.) 


ance business, and the possibility of periodic changes in the 
layout of departments, both buildings employ clear open 
floor spaces, and depend on demountable steel partitions 
for establishment of department lines. To permit a variety 
of office designs, three different types of partitions have 
been used—ceiling height partitions, enclosing partitions 
which do not reach the ceiling, and 31/-foot steel rail par- 
titions with glass panels on top. 

The telephone system is similarly planned for efficiency 
and mobility. All internal calls, or outgoing calls can be 
placed directly without going through the switchboard, 
which is reserved for incoming calls. Distribution of tele- 
phone service to desk locations is provided by an under- 
ground duct system. 

Wherever possible, materials and equipment used in the 
new building have been chosen with the objective of reduc- 
ing maintenance while at the same time producing the 
most attractive working conditions for the staff. Examples 
are the windows, which have aluminum frames to reduce 
the maintenance costs involved in painting, and an under 
roadway heating system which keeps the outside ramp to 
the shipping room free of snow in winter. 

All in all, this important new building, which symbolizes 
in every detail Canada’s rapid development as one of the 
world’s leading commercial and industrial powers, justifies 
Manufacturers Life’s statement: 

“In this day and age, these features are not luxuries. 
Rather, they are essential aids to greater staff efficiency and 
productivity on behalf of the company’s policyholders, As 
a working, functional mechanism, we believe our new build- 
ing is newsworthy because it marks a significant advance 
in standards of office accommodation;” 


BERT M. Morris co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIF. 
In New York: 38] Fourth Avenue 

In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 


OFFICE MANAGEMENT 


February, 1954 


Pe Re ag 2 eens gg) tte mor 2 eas a - i oe eT es Se a 
ie ; sae iNT TOT I 5 agg 
: ~ 4 
i C y 

i ‘ - . — — = 
4 ee 
Y 
{ a ae 
; ’ 
t 2. \) ines ) 
f aS : h A & mag: 
SS of eee sig 
> SS * ea Yy 
f . r a Ne —= - Z a » 
Am — == “A 
Fa ——— 
= 
* ‘ 
: po 
Se von summancuses 
“1 Ce Se 
of ’ ; z ; ae : i. a: r oe Be i 
a k PA sae | pe : : om Peiees os ae . iat .* ep ee ee ee ie on Ly ae ae ee i ee rede ae ee 
a ea Ore aaa aes) = ee es ie ee 
hs RR ae 3 ee Cee hoe — ee ee 
F aa cold Re a a a ae i a a 2 ae oor, ae ers ea ‘ 
1 eS , oe i ag Oe Ry i Heese ee . (MR Ny ie 
" 6? ae > a as A Seta oS 2 oa a. “ieee 4" ak es ee eR 


Methods problems— 


(From page 28) 


understanding these basics, and it is this that has caused 
so many to fail in making a presentable before-and-after 
analysis. 

A two-week summer conference has been conducted for 
three years at the Wharton School of the University of 
Pennsylvania covering the basic principles of work simpli- 
fication and work measurement both in the shop and the 
office, This conference brings in managers of systems func- 
tions and the highest management people. The conference 
method has been to bring in recognized authorities in 
the field to speak to the conferees and to hold a discussion 
period, It has been found that during this discussion period 
many of the top executives of industries participating in 
this conference have asked questions of the speakers on 
such a basic level as to hold up the progress of the entire 
conference, 


It was through these discoveries that a special one-week 
pre-conference session was set up for the 1953 Conference, 
which dealt solely with the basic principles and techniques. 
This was done upon the personal suggestion of many of 
the business managers who participated in the previous 
conferences. 


To draw an analogy, it has been found that too many 
people in this field are attempting to run before they have 
learned how to walk, and as a result, to put it very bluntly, 
a lot of them fall flat on their faces. When an analyst reaches 
an area in which he is not familiar with the basic tools 


and techniques the tendency is to ignore this area and to 


by-pass or leap-frog it and then when it comes to putting 
the analysis together he realizes that he does not have a 
complete job or picture and again fails because he has 
missed something that was outstandingly important, assum- 
ing it was a mere matter of details, when actually it was 
the key to the entire solution. 


One good example of the application of basic tech- 
niques versus specialized .knowledge is in the case of the 


office where a girl was posting to an accounting machine | 


from a posting tray and wherein each analyst had tried 
to work out a better method so that she could get more 
postings per hour, Each person undertaking this analysis 
started at the point of the posting tray and the removal 
of the card to the machine. The results were not too sat- 
isfactory. Then one person approached the problem who 
had been trained in the basics; he looked at the posting 
tray and found that in relationship to the gir! sitting on 
the chair the posting tray was four inches higher than it 
should have been. Simply by dropping the posting tray 
four inches it brought the cards to an easier working level 
for the girl so that she could remove the cards and replace 
them at a much faster rate. This recognition and change 
increased the output of this girl 35 per cent. 


This example shows that it was not primarily a question 
of redesigning the form that the girl was using but it was 
a problem of recognizing the basic use of that form and 


in that manner improving the job, rather than trying to| 


change the form itself. 

In the field of office machinery, for example, the adding 
machine, which is normally known as a machine to add 
figures on a roll of paper, has been designed so that a 
multiple copy form can be used in it on a wide platen. 
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AVIER 


Kum Kleen 


NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes— 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There's no scraping, erasing or 
| smearing — for corrections of fluid 
duplicator masters are quickly, 
easily and neatly made. Ave 
Correction tape is a proven see 
uct — available in either sheet or 
roll form. 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It's 
available in sheet form in acetate 
covered packages. Two popular 
widths — 1/6” tor single line cor- 
rections and 2/6” for two line cor- 
rections. 


Rolls of Kum-Kleen Correction 
Tape, ready for use in a handy 
| Kum-Kleen tape dispenser, are 
boxed in 1/6”, 2/6” 

and 5/6” widths. 


My Name 


correction tape 


QUICK, CLEAN, NEAT re 


1. PRESS ON reverse side of mas- 
ter over part to be corrected. 
Needs no moistening . . . it’s just 
LAID ON with a finger-touch. 


2. TYPE ON with a light touch, 
using the same carbon. No need to 
remove the master from the type- 
writer... no realigning. 


DEALERS—Keep adequate stocks 
of fast selling Avery Correction 
Tape. Build sales with Avery's free 
advertising aids — displays, mats, 
literature. See the Avery salesman 
—or write for samples! 


ee 


AVERY ADHESIVE LABEL CORP., DIV. 151 


117 Liberty St.,New York 6 608 S. Dearborn St., Chicago 5 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 


Company 
| Address 
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The complete ACE line gives a better, more reliable Stapler no 
matter what e you want to y. Ask your dealer about 
stron ACE Staples and the efficient ACE Staple Remover, 
too! ACE Stapling Equipment has been known as the ** World's 
Finest’’ for more than 26 years. It is doing a better job of fasten- 
ing and unfastening papers. Also widely used for bags, bundles 
and cardboard boxes. 


SOLD THROUGH DEALERS EXCLUSIVELY 


a 


“ap Machines fe bee Purse anid Pi 00 


ACE FASTENER CORPORATION «+ 34 NORTH ASHLAND AVENUE 


* Cwicaco 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Gude 0. 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use GuideO-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and a because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equi 
to show you how Guide-O-folders 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


ent dealer 
solve your 


76 


This saves a retyping job by taking the figures and putting 
them into a form directly on the adding machine instead 
of requiring them to be retyped. 

As an example in the area where we speak about inks, 
how many times do we have a form printed in black ink? 
The typing which goes on the form is also black which 
makes far more difficult reading of the typed information. 
This form, for a small additional charge, could be printed 
in light green or light brown ink, which would make the 
black typing much easier to read. Yet, it is seldom done 
this way. 

Again, when we mention card stocks, we call attention 
to the disadvantages of the card that has square corners 


. being filed in a square box as against the card with rounded 


corners. The rounded corner card can be filed much faster. 

Again, with cards, choosing a thick inexpensive card 
stock, it will file about 80 to the inch whereas for a slight 
increase of card cost, purchasing a better quality, we can 
file 115 to the inch. The cost of filing cabinets and floor 
space for the 80 per inch will be much greater than the 
slight added cost to file 115 to the inch, which can give 
about 40 per cent savings in cabinets and floor space. 

The conference gives an established procedure to the 
person attempting to analyze any job so that if he follows 
this established procedure he will then be carrying out 
the initial requirement of organizing common sense. It is 
only through setting up a specific technique to follow, a 
step-by-step point of approach, that anyone can hope to 
do the finite job of work simplification. There are only a 
few among us who are the genius type who can go im- 
mediately to the root of the problem. First, we have to 
find out what is the problem—and therefore this conference 
sets up an established method of approach so that the 
analyst, by following this established method of approach 
can come to solutions which are nothing more than com- 
mon sense. 

To point out a few actual savings that have actually been 
realized by conferees at the Wharton Refresher Conference, 
I might point out the following: 

For example—Sears Roebuck Company, Philadelphia, Pa., 
brought in a problem involving work tickets for the repair 
of electric motors. Major difficulties included errors in 
transportation and difficulty in reading the tag. The prob- 
lem was turned over to a group of conferees and the follow- 
ing savings were realized. 


Saving of $1,000 on card printing 

Saving of 2,000 square feet of space 

Saving of $40,000 card file discontinued 

Saving of 3,000 man hours per year 

Elimination of transportation errors 

Customer information given that was never 
before possible 


The new form is a simple snap-out set which embodies 
all the principles of office work simplification. (See exhibit 1) 

2. A saving of 40,000 window envelopes per month and 
40,000 letters per month was achieved by the Signal Corps 
Supply Agency, Phila., Pa. by developing a simplified folded 
return addressed card which carried the same information 
yet made the window envelopes and letters unnecessary. 

3. A large department store as a result of a project saved 
$24,000 per year by eliminating monthly auditing of charge 
accounts. It was found that their auditing procedure saved 
only $1,000 per year and cost $25,000 so the simple answer 
was to eliminate the step and save $24,000 per year. 
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No USE 
LOOKING, 
OSCAR YOU 


‘LOOSE LEAF 
~ BINDER 


NEW! EFFICIENT! 
ECONOMICAL! 
Super-Lok Features: 
@ Compresses to given sheet 
capacity. 


e@ New, simplified locking 
mechanism that features 
easy operation and removal 

of sheets. 

© Positive locking in any 
capacity position. 

Super-Lok is now being used 


PAYCHECK "OUTLOOK" ENVELOPES A ‘ass acusaeaes beeen Insert sheets re 


moved by atties 
Can be made to specifications pom bee wi 
arran 8 . 
Eliminate Time and Expense of hy 
mum capacity and allows for 
Addressing, also Chances for Errors 00% expansion. Available 
‘ —, & een window in ‘ 
q Paycheck “Outlook” Envelopes are absolutely opaque; essen- ackbone .. . Imitation lea- : 
i , - . th canvas. Al 
tial when wages are paid by check: Nothing shows but the upeccuen ts ~ gq M4 


4 palc compression to any given 
employee's name. This improves personnel relations. 


capacity. 
THE N—you'll want to use “Outlook” envelopes for other Write today for quotations 
y All sizes and styles, with your choice of either ond latest cntales. 


glassine or cellulose transparency. 


Tooay! ) 
a 


U. S. Pat. No. 2,568,227 
Write for samples and prices. 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M. W. FEDERBUSH, President 


FEDERAL LOOSE LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


#, 1902": é. 


“You Don’t Have To SIGNALS Fi OR 
SOFT ROLLER ME | ee 
When You Use The New 


VRE, TYPERITE 
INDEX TABBING With 
Pica Spaced Inserts!” 


"| Saves 56° Typing Time 


4 

Spaced On Typing 1, 2 or 3 Line Titles 
Tt ae @ Typing is Faster, Easier 
SGaSEInTnTTaA @ Always On a Straight Line! 3: 
Typewriter Use. @ Titles Are Neater, Cleaner! at 
ae fond @ Ends The Need For Tedious, d OTs, . a ee 
Fatiguing Soft Roller Work. » j . . as : ¥ 


___ Blank Insert 
Strips 
_ ForTitles! | 


“LAm 
Accurately 


Fa AICO 3 - > gE “ ; i oe aided “— si e Pe - ‘ \ “ 
Exclusive! _—_ P ‘ ae. ; 7” ; z" 


TRANSPARENT 


SIGNALS aa 

: IT’S THE SPACING THAT DOES IT | 7" TL ter “visible” systems t awn 

The new AICO TYPERITE TABBING has blank inserts a: 
spaced exactly 2 and 3 picas to permit use of the line | | 


space lever when typing titles. is ends the need for soft 

roller work when centering or positioning the titles on the 

insert strips. Just set the line space lever for 1, 2 or 3 spaces 
you breeze right through job 


Now, At Your Stationer or Write Dept. 4, For FREE Sample! 


Exert new control over any type of 
office system with Graffco Signals, They 
never forget. Always there to on 
start, check, alert. Your ofhee supply 


dealer will be glad to explain what | 
AIGNER 97 Reade St., New York 13, N. Y. they can do for your particular needs i 
INDEXES 426 S. Clinton St., Chieago 7, Ill. GEORGE 8. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. mee Sepnere Water Coote i: 
ro 
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The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 


ACCO PRODUCTS, INC. 
OGDENSBURG, NEW YORK 
In Canada: Acco Canadian Co., Limited, Toronto 


_ New Electronic Marvel 


Talk and Listen 
7 


@ No extras to buy 
@ JUST PLUG-IN any regular elec- 
tric light “an Y 
TALK and LISTE 
« ~— PORTABLE, only 


o Works On STANDARD 
AC or DC CURR 

@ ABSOLUTELY SAFE 4 WB eae 
even by children 

” ECONOMICAL. TO USE. 
gure less current than a iight 


@ “HUSH-O-MATIC" SILENCER — 
eliminates electrical noise 
Every home, farm, office, business is 
already wired for Port-A ‘A-Phone 
a plug-in and talk and listen 
ITHOUT WIRES. 


ENGINEERING & MFG. CO. 


8026 N Monticello Avénue * Skokie, Hlinois 
{Chicago suburb 


For offices . . . factories... 
stores . . . boat yards... 
camps .. . hospitals .. . ga- 
rages. . . restaurants... 
schools .. warehouses, etc. 


CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, etc. All 
equipment thoroughly rebuilt and guaranteed, Commercial Card System 
Co., 135 Grand St., New York 13, N. Y. 


CALCULATORS AND ADDING MACHINES Wanted, all makes. 
State make, model, serial number and adding i International 
Office Appliances Inc., 326 Broadway, New York 7, 


KARDEX, AC ME, all makes “used visible Gling equipment. Th d 
of reconditioned cabinets, panels, books, always on hand. Get our quo- 


tations. Chas. S. Nathan Inc., 548 Broadway, N. Y 


ADDING MACHINES and all office machines bought, sold, rented, 
rebuilt. Elliott-Fisher and Sundstrand machines. Comptometers, Bur 
roughs, Friden, Marchant, Monroe Calculators, Electromatic typewriters. 
Teeter-Warsh Co., 849 N. 3rd St., Milwaukee 3, Wis. 


WANTED—Burroughs or N.C.R, Bookkeeping and Billing Machines, 
Calculators, Comptometers, Adding Machines, etc., any style. Quote 
complete description and best price. American Business Machines, Inc., 
573 Broadway, New York 12, N, Y. 


ALL KINDS OFFICE MACHINES sold, bought. 
All Language Typewriter Co., 119 W. 23rd S., Mi. 


ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, 
etc. Wanted. We pay top prices. Write immediately Northway Dis- 
tributors, 2621 Ist Ave., Seattle, Wash. 


Varitypers, IBM's. 
. 4 


KARDEX, ACME, GLOBE-WERNICKE, Yawman-Erbe, Rand Visible 

Cabinets, wood and steel. Addressograph, Cabinets and Trays, Ledger 

Trays, steel and insulated. Reconditioned first class. We also buy this 

a Universal Office Equipment Co., 7 Waverly Place, New 
or , 


FILING EQUIPMENT, FURNITURE, Kardex, Acme-Postindex, all 
ype office machines wanted. Will pay more than trade-in allowances. 
te, 


ri Wire. National Office Equipment Co., 429 Broome St., New 
York 13, N. Y. 


DITTO GELATIN PROCESS §S-20 Electric 1491. Priced to sell. 
1951 model--excellent condition. 2 Metal gelatin roll conditioning cabi- 
nets on casters. QOperator’s chair; other accessories. Bargain. Write 
U. O. Colson Co., Paris, IM. 


Business Opportunities 


PROFITABLE FRANCHISES AVAILABLE—Own your own business. 
Operate a temporary help service with our help. € operate coast to 
coast—29 offices. Modest funds required for operating capital. Fran 
chises available in cities under 300,000 population. Be a part of nation’s 
largest temporary help service. Step inte a profitable business of your 
own by writing Miss Lewis at 330 W. Kilbourn Ave., Milwaukee 3, Wi 


Miscellaneous 


NEED TEMPORARY OFFICE HELP? Call Manpower, Inc., if a 
need temporary typists, stenos, bookkeepers, comptometer operators. U 

our employees for 4 hours—a day or two a week—a month or longer. 
We are not an employment agency. Low hourly rates. We operate in 
Boston, Chicago, Cincinnati, Cleveland, Detroit, Milwaukee, Minneapolis, 
New York, Philadelphia, Pittsburgh, St. Louis, San Francisco, with other 


affiliated branches coast to coast. | Call Manpower, Inc., for qualified 
temporary office help. 


JOIN 
THE MARCH OF 
DIMES 
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How are these savings possible during a two-week con- 
ference? The answer lies in a fundamental concept that 
is unique to American Industry. The age old principle 
of “swapping ideas” which is drawn in the old adage—“If 
I have one dollar and you have one dollar and we swap we 
still each have one dollar, but if I have one idea and you 
have one idea and we swap then we each have two ideas.” 
The Wharton Summer Conference, therefore, has its great- 
est advantage in that it acts as a catalyst. It brings together 
responsible hard-headed businessmen in an atmosphere of 
social and business study, The problems brought in by each 
conferee have many common points with problems brought 
by other conferees. Very often when the problem is initially 
posed, some other conferee has had the identical or similar 
problem and has already solved it. Therefore, the solution 
consists merely of swapping information, This cross-ret- 
erence of information and knowledge in the formal and 
informal sessions gives the conferees a chance to broaden 
their knowledge far beyond the talks given in the con- 

4 ference itself, 

In addition the speakers are recognized authorities in the 
country in their particular field. There were 25 of these 
speakers for the 1953 Wharton Refresher Conference and 
5 they were available for informal “bull” sessions after their 

talks so that many ideas were mutually gained. 

Industrial management on a purely selfish basis needs to 
sponsor such conferences since there is much to be gained 
immediately from the actual projects brought to the con- 
ference. They are not something remote and in the future 
but are being realized here and now by concerns which 
have seen the possibilities and have taken the necessary steps 
to take advantage of such conferences to obtain savings. 

Office Work Simplification and Systems Procedures work 
is a brand new phase of Industrial Engineering and tre- 
mendous potential savings are available. We can look for- 
ward to the day when all universities will have specific 
courses in it, but until that time conferences such as this 

will fill a vital need, and save millions of dollars annually 

for the participating companies. 


Geyer Award won by 
South Bend NOMA chapter 


The 1952-1953 Geyer Award, given annually by Geyer 
Publications, the publisher of Office Management magazine, 
to that chapter of the National Office Management Associa- 


from the previous year, has been won by the South Bend, 
Indiana, chapter of the national association, which retained 
100 per cent of its membership during that period. 
The award consists of a $100 check presented to the win- 
’ ning chapter’s treasury, and is basec’ solely on retention of 
old members. In cases where two chapters have each retained 
the same percentage of their old membreship, the one which 
has added the greatest number of new members is declared 
the winner. 

This is the fifth time during the six years the Awards have 
been made that a chapter has won with 100 per cent mem- 
bership retention. 

Of the twenty nine NOMA chapters entering the compe- 
tition for the 52-53 Award, seven finished with membership 


7 On ple 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 


Available at all leading 
Office pony £8 & Statten 


Exclusive Distributor 


Fred Baumgarten 
675 Cooledge Ave. 
Atlanta 6, Georgia 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


ore best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 


tion which has retained the highest percentage of members | 


maintenance records of 95 per cent or better. 
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Safruvy LIFT TRUCKS 


are right for your business 


MODEL FH-2 


SAVE time, money, manpower with this modern equipment. Poweriul 

Safeway portable Lift-Trucks are now available in a wide range of 

hydraulic and battery powered models with 1250 pound capacity. 
ALL MODERATELY PRICED = WRITE FOR SPECIFICATIONS AND PRICES 


INDUSTRIAL EQUIPMENT one 


184 N FRANKLIN ST + CHICAGO 6 ILL 
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The Temple of 


courtesy Italian 


The ageless art of Rome: 
Apollo, Pompeii. (Photo 
Tourist office.) 


Bees Rome produced the fimest in art; Romans today 
appreciate quality and achievement. Do as the Romans do, 
Buy, use, Weldon Roberts Erasers, preferred for finest quality 
the world-over to “Correct Mistakes In Any Language”. 

For your own exact requirements, select from the wide range 
= wv Weldon Roberts Eraser sizes and styles at your 
ealer’s. 


q 930 ENSEMBLE (Pink and 
Gray Rubber). A combination 
eraser that does most everything. 
Handy, bias-beveled shape. 3 
pink pencil rubber joined to soft, 
gray ink eraser. For ink, pencil 
and crayon erasing. 


q 1010 HEXO CLEANER. 
Handy hexagonal shape 
resilient pink robber = 
splendid working qualities for 
erasing and cleaning. Broad 
sides clean paper—even the 
thinnest—and tracing cloth 
fabrics, painted surfaces. 
Edges and ends ‘pick out’ de- 
tails and line work. Medium 
and large sizes, 


> Gaan 


ae 
La! 


: 
a 
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9000 SUEDE WHISK > 
Weldon Roberts Eraser No 900 
VEDE with brush attached). 
Makes quick, clean erasures on 
any kind of paper. immensely 
popular because of its softer gray 
texture and = slightly octagonal 
shape. 


4 JET ERASER. Convenient cylindrical stick eraser in 

attractive, transparent plastic holder. Top unscrews so eraser 

can be moved outward. Red rubber for pencil oraten. ra 

rubber for ink, Pocket clip style for general use. Brus is! 

style for Ms gree Refills. Tops for typing, accounting, drafting, 
i and student use. 


pr 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7 N. J. 


World's Foremost Eraser Specialists 
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Correct Mistakes in Any Language 


ADVERTISER'S INDEX 
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Acco Products Inc 78 
Agency—-LaPorte & Austin, Inc. 
Ace Fastener Corp 76 
Agency—The Venden Co., Inc. 
Aigner Co., G. J 77 
Agency—McNulty Adv. Agency, The 


Allen Business Machines, Inc., 
R.C 45 


Agency Wesley Ives & Associates 


ne. 


All-Steel Equipment Inc 2nd Cover 


Agency— Hollingsworth and Collins 
Aluminum Seating Corp 73 
Arrow Fastener Co., Inc 68 

Agency— Edward Sigler Adv. 

Avery Adhesive Label Corp 75 


Agency— Martin R, Klitten Co., Inc. 
B 
Bankers Box Co 68 
igency— hristopher, Williams & 
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Agency James Thomas Chirurg Co. 
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Baumgarten, Fred 79 
Beach Publishing Co 79 
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| Agency Simmonds & Simmonds 
Inc 
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Federal Loose Leaf Corp 77 
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Feiler Engineering & Mfg. Co 78 
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General Binding Corp Kr} 
Agency— Roberison, Buckley & 
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International Business Machines 
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igency—Givaudan Advertising, Inc. 
Management Control Charts Co. 68 
Agency—Scantlin & Co. 
Marchant Calculating Machine 
eer ie din 21 
Agency—-Doremus & Co. 
Metal Office Furniture Co..... 6 
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-PRE-TESTED BUSINESS PAPERS — 


T's ane Bsns Papen we ay of rs ‘igh 
and finishes—for every office and almost every office need. If you are 
familiar with all of the Nekoosa Papers, it will pay you to look at them 

"as it will always pay you to look for the famous Nekoosa watermark. ) 
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A Calculator that prints 
... and a general-purpose 
adding-figuring machine 


.-ethen you'll want this 
2-in-1 machine 


The Underwood Sundstrand Automatic 
Printing Calculator makes a record of what 
it does ‘ 
PLENTY! 


... Adds... subtracts ... multiplies... divides 
... gives automatic credit balances. 


...and what it does is 


Both large and small offices find it indis- 
pensable as a general-purpose, multi-purpose 
machine. 

The Underwood Sundstrand Automatic 
Printing Calculator makes an operator more 
versatile ... saves time and money. It enables 
her to change quickly from payrolls to inven- 
tories...from computing interest to figuring 


Underwood Corporation 


Adding Machines. . 
... Typewriters . 
... Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


. Accounting Machines 
. . Carbon Paper 


©1952 


statistical calculations ... without changing 
machines. 

And how simple it is to operate! It per- 
forms all of its various functions with only 
10 numeral keys, all grouped under the finger 
tips of one hand. And no specially trained 
operator is required. 

Thanks to the famous Underwood 
Sundstrand Keyboard work is speeded, fa- 
tigue reduced, errors cut to a very minimum. 

Yes, look at records ... the printed records 
of the Underwood Sundstrand Automatic 
Printing Calculator! Consider all that it does 
.. + for so little money. And you'll ask for a 
demonstration of this 2-in-1 machine today. 


OM.2-54 
Underwood Corporation, One Park Avenue, New York 16, N.Y. 
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